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LOCATION
: 
Based at Forres Primary Academy
GRADE
:
H3 – H4 (Dependent on experience) 
HOURS
:
Term Time only



HOURS
:
13.75 hours per week, 2:45-5:30pm (Monday to Friday ); some flexibility may be considered for the right candidate.
Are you a proactive, self-motivated manager with a passion for creating a stimulating, safe, and nurturing environment for children? Do you have the skills and experience to manage and lead a team while ensuring high-quality care and educational experiences?

We are looking for an enthusiastic and dedicated Wraparound Club Manager to join our team and help provide an exceptional out-of-school experience for children at a new club.

About the Role:

As a Wraparound Club Manager, you will play a pivotal role in helping to grow this club, as it is currently a small club in its early stages. You will be responsible for overseeing the daily operations of the wraparound care provision. You will lead a small, dedicated team, with the support of your Area Managers. You will manage resources and staffing, ensure safeguarding practices are followed, and liaise with parents and school staff to create a welcoming, stimulating environment.
The setting provides care and play for school age children before and after the school day. The staff plan and supervise the activities from 3pm up until 5:30pm after school when parents and carers collect and from 7.30am -9am for a breakfast provision. The setting is regulated by the Ofsted Early Years framework and subject to the Children’s Act (1989).
Key Responsibilities:

Team Leadership & Management: Lead and manage a small team of staff, providing guidance, supervision, and support where needed. Ensure rotas and attendance are well-managed, and staffing requirements are met.

Safeguarding & Compliance: Ensure that all safeguarding procedures, statutory requirements, and health & safety guidelines are adhered to. Maintain confidentiality and comply with GDPR regulations.


Planning & Activities: Plan and implement engaging and age-appropriate activities for children, ensuring a stimulating and enriching experience.


Provision & Resources: Oversee the ordering and management of resources, ensuring provisions are well-stocked and aligned with the needs of the children.


Parental Liaison: Establish positive and supportive relationships with parents and carers, offering regular communication and feedback on their child’s progress and well-being.


Staff Development & Training: Undertake staff observations, support staff development, and manage the training needs of the team, ensuring continued professional development through performance reviews and meetings.


Menus & Food Safety: Oversee the development of healthy, balanced menus, ensure that food safety and dietary requirements are met, and that meals are served safely to all children.


Administration & Record Keeping: Maintain accurate and up-to-date records, ensuring that attendance, incidents, and accidents are recorded in a timely manner. Use online booking systems and ensure effective administration.

DBS 
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Disclosure and Barring System as part of Spiral’s pre-employment checks.  Please note that additional information referring to the DBS is in the guidance notes to the application form.  If you are invited to an interview, you will receive more information.

Skills & Knowledge:
· Level 3 qualification in Childcare/Play work or equivalent desirable (or willing to work towards).
· Previous experience of providing care and activities within a childcare, play or educational environment
· Food Hygiene Certification (or willingness to undertake training)
· Management experience
· Strong leadership skills, with the ability to motivate and manage a small team effectively
· Excellent organisational and time-management skills
· Proactive, self-motivated, and able to work independently
· Positive attitude with excellent written and verbal communication skills
· Experience managing rotas, staff attendance, and resources
· Ability to plan and implement engaging and safe activities for children
· Knowledge of statutory safeguarding and health & safety requirements
· Ability to liaise confidently and professionally with parents and school staff
· Paediatric First Aid trained (or willingness to undertake training)
· Experience with administration and record-keeping, including using online systems
Additional Information
The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.










Forres Primary Academy Club Manager 

Personal Specification 

	
	Essential
	Desirable

	Qualifications
	· Level 3 in Childcare or equivalent or working towards
· Grade C or above in English and Mathematics at GCSE level or equivalent
	· *Paediatric First Aid qualification

· *Basic Food Hygiene Certificate

· *Safeguarding training

· *First Aid at Work

· *DSL training

· *Willingness to undertake training 

	Experience
	· Strong leadership skills, with the ability to motivate and manage a team effectively
· Excellent organisational and time-management skills
· Proactive, self-motivated, and able to work independent
· Positive attitude with excellent written and verbal communication skills
· Experience managing rotas, staff attendance, and resources
· Experience with administration and record-keeping, including using online systems

· Ability to plan and implement engaging and safe activities for children
· Knowledge of statutory safeguarding and health & safety requirements
· Ability to liaise confidently and professionally with parents and school staff
· 

	· 

	Skills and Knowledge
	· Knowledge of best practice in quality provision within the primary age range

· Knowledge of child development and the role of play

· Strong working knowledge of Microsoft packages including Word and Excel


	· Knowledge of child development, needs and behaviour

· Clear understanding of current thinking and developments within the primary age range

· Good understanding of the Ofsted framework in relation to childcare

· Knowledge of Safeguarding/Child Protection Issues. 

· Knowledge of Health and Safety regulations, particularly those applying to childcare

· Understanding of equality and diversity Knowledge of health and safety and welfare issues within a childcare environment.

	Personal Qualities
	· A commitment to getting the best outcomes for all children and promoting the ethos and values of the Trust and individual Schools 

· The ability to work as part of a team

· Commitment to always maintaining confidentiality

· Commitment to safeguarding and equality

· Commitment to ongoing professional development

· Excellent interpersonal and communication skills including the ability to develop effective relationship with staff and parents


	


Job Description


Manager of FACES breakfast and after school club at Forres Primary Academy 








Forres Club Manager 
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