	School : Alwoodley Primary School



	Post Title

After School Club Manager
	GRADE

B3 Pt 7-11
	JE Ref

739


	Post(s) to which directly responsible

Immediate line manager


	Post(s) for which directly responsible

After School Club Assistants


	Purpose of job
To manage and oversee the daily operations of the After School Club, ensuring a safe, stimulating, and enjoyable environment for all children. The role involves planning activities, supervising staff, maintaining compliance with safeguarding and health & safety standards, and fostering positive relationships with parents and the school community.




	Responsibilities

Leadership & Management
· Organize and manage the day-to-day running of the After School Club.

· Supervise and support club staff, ensuring effective teamwork and high standards of care.

· Conduct regular staff meetings and provide training where necessary.
Childcare & Activities
· Plan and deliver a range of engaging, age-appropriate activities that promote learning and fun.

· Ensure the emotional and physical well-being of all children.

· Manage behavior positively and in line with school policies.
· Safeguarding & Compliance
· Ensure all safeguarding procedures are followed and maintain accurate records.

· Comply with Ofsted requirements and school policies.

· Conduct risk assessments and maintain health & safety standards.
· Administration
· Manage bookings, attendance registers, and payments.

· Communicate effectively with parents regarding their child’s progress and any concerns.

· Prepare reports for school leadership as required.
· Financial & Resource Management
· Monitor budgets and ensure cost-effective use of resources.

· Order and maintain equipment and supplies for the club.
Person Specification
Essential Skills & Experience: 

· Experience working with children in an educational or childcare setting.

· Strong leadership and organizational skills.

· Knowledge of safeguarding and health & safety regulations.

Desirable: 

· Relevant childcare qualification (e.g., Level 3 in Playwork or Early Years).

· Paediatric First Aid and Food Hygiene certificates.




	Relationships

The postholder will be required to work flexibly to deliver an efficient service. 

There will be regular contact with pupils, colleagues, other members of staff, line managers and internal and external customers 




	Physical Conditions

The post is currently based at Alwoodley Primary School
This post is subject to an enhanced Disclose and Barring Service check.
The school operates a non-smoking policy.


	Economic conditions


		
	Grade:

	B3 point 7-11

		
	Hours:

	18 hours per week  - Monday to Friday 15.00pm – 18.00pm 

	Conditions of Service:

	NJC Conditions apply



	


	Prospects

Promotion

Whilst there is no automatic progression to any more senior posts, opportunities do exist for advancement and promotion, dependent upon normal staff movements and on the capabilities of the individual post holder.
Training

The school encourages training both “in-house” and external to meet the needs of the individual and of the Service.



	Job Description Prepared / Reviewed by:
	
	Date:
	

	Job Description Approved by:
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EMPLOYEE SPECIFICATION: 

Detailed below are the types of skills, experience and knowledge that are required of applicants applying for the post. The ‘Essential Requirements’ indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post.  The points detailed under ‘Desirable Requirements’ are additional attributes to enable the applicant to perform the position more effectively or with little or no training. They are not essential, but may be used to distinguish between acceptable candidates.

	SKILLS
	Ess
	Des
	MOA

	Planning and implementation of creative activities for children


	*
	
	

	Good communication skills


	*
	
	

	Ability to relate well to children and adults


	*
	
	

	Ability to work constructively as part of a team, understanding service roles and responsibilities and your own position within these


	*
	
	

	Good standard of literacy and numeracy skills


	*
	
	

	Ability to identify your own training needs.  


	
	*
	


	KNOWLEDGE/QUALIFICATIONS
	Ess
	Des
	MOA

	Understanding of Health and Safety issues 


	*
	
	

	Awareness of Child Protection issues


	*
	
	

	Understanding of the Behaviour Management issues and strategies  


	
	*
	

	Understanding of and commitment to the provision of high quality childcare


	*
	
	

	Hold NVQ Level 3 or equivalent in Child Care or appropriate subject 

	*
	
	

	Appropriate first aid training

	
	*
	

	Computer literate


	
	*
	

	Hold a food hygiene certificate


	
	*
	


	EXPERIENCE
	Ess
	Des
	MOA

	Experience working with children of  the relevant age


	*
	
	

	Experience of working with pupils with additional needs


	
	*
	

	Experience of  staff supervision  


	*
	
	

	Experience of working in a child care or play work setting


	*
	
	

	Experience of working across a variety of childcare settings


	
	*
	


	BEHAVIOURAL AND OTHER RELATED CHARACTERISTICS
	Ess
	Des
	MOA

	Willing to abide by the Council’s Equal Opportunities Policy in the duties of the post, and as an employee of the Council.


	*
	
	I

	Willing to carry out all duties having regard to an employee’s responsibility under the Council’s Health and Safety Policies


	*
	
	I

	To display a responsible and co-operative attitude to working towards the achievement of the service area aims and objectives


	*
	
	I

	An ability to respect sensitive and confidential work.


	*
	
	I


	METHOD OF ASSESSMENT(MOA)
	A 
=
Application Form

T 
= 
Test

I 
= 
Interview

C 
= 
Certificate


