Job Description: After School Club Assistant

Reports to:		After School Club Coordinator 
Hours: 		3 hours per week, term time only

The Role
To support pupils, parents and the school to establish a supportive and nurturing environment in which children thrive, feel safe and are happy. To deputise for the Coordinator in their absence.

Key Responsibilities

1. To provide full care for children, including arrangements for welcoming children from class.  
2. To deputise for the Coordinator and ensure that correct procedures are followed in their absence.
3. To oversee the provision of healthy After School snacks and refreshments.

4. To support the Coordinator in providing a good variety of high quality of activities, and offer appropriate support to the children.

5. To ensure that the club is a safe environment for children, that equipment is safe, standards of hygiene are high, safety procedures are implemented at all times and fire drills/evacuation procedures are carried out effectively.

6. To provide safe, creative, appropriate opportunities, including preparing and organising the activities programme.  

7. To administer First Aid as appropriate

8. To contribute to and implement all club policies and procedures.

9. To attend meetings as appropriate

10. To carry out all responsibilities and activities within an equal opportunities framework

11. To work within agreed policies and practices, including behaviour management, child protection, equal opportunities and Health & Safety

This job description sets out the duties of the post at the time it was drawn up.  The post holder may 
be required from time to time to undertake other duties within the school as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post. 










Person Specification: After School Club Assistant

Qualification Criteria
· Maths and English GCSE or equivalent at grade C or above
· Right to work in UK

Experience
· Experience of working with children
· Experience of providing high quality play experiences for children
· Experience of managing team members
· Experience of establishing successful relationships with children and colleagues

Behaviours

Personal characteristics
· Genuine passion and belief in the potential of every pupil
· Helpful, positive, calm and caring nature
· Able to establish positive working relationships with colleagues
· Able to follow instructions accurately 

Specific skills
· Good communication skills, including written and oral
· Good organisational skills
· Able to help support the necessary routines and patterns to establish good behaviour management within the school
· Able to deal with minor incidents, first aid, and the personal health and hygiene of the pupils
· Understand the importance of confidentiality and discretion

 Other desirable training and skills
· First Aid training
· Food hygiene certificate

Other
· Commitment to equality of opportunity and the safeguarding and welfare of all pupils
· Willingness to undertake training





[image: ]

 
image1.png
An Ark school




