	JOB DESCRIPTION - Generic Responsibilities

	Title:  After School Club Assistant
Hours: 3pm-6pm 5 x per week = 15h 


	Grade:    KR4 
Reports to: Breakfast & After School Club Manager


	CORE PURPOSE OF THE JOB

To assist in the day-to-day organisation and operation of River Mill Primary School’s After School Club.  To ensure the club provides safe, high quality after school play and care for children.


	MAIN DUTIES AND RESPONSIBILITIES
· Take part in the day-to-day organisation and operation of the after school club

· Assist in the planning and provision for a range of suitable stimulating age-appropriate activities 

· Provide a safe and creative environment and to assist with developing opportunities which encourage children’s social, physical, intellectual, creative and emotional development
· To contribute where appropriate to observations and the assessment of children’s learning, behaviour and development

· Attend to the personal, social and emotional needs of individual children, together with any other special requirements and, depending on the nature of a pupil’s special needs, make these part of the play experience wherever possible

· To provide feedback and work in partnership with parents and carers, building and maintaining relationships that encourage trust and open communication 

· To adhere to the safeguarding/child protection procedures in the After School Club; advising the school’s Designated Officer of any concerns. 

· Support the Afterschool Club Manager to adhere to individual child’s care plans 

· To ensure the safe collection and escorting of children to the After School Club

· To record and inform parents/carers of any incidents or accidents relating to their child, obtaining signatory proof to confirm that the parent/carer has been duly informed. 

· To ensure that the After School Club is a safe environment for the children, that equipment is properly maintained and safe for use, safety procedures are implemented at all times, adhering to the school’s Health and Safety Policy. 
· To report any identified safety concerns to the After School Club Manager, Head Teacher and site staff.
· To be aware of fire evacuation procedures and emergency evacuation procedures
· To assist with the serving of the breakfast and the after school meal. To ensure that high hygiene standards are maintained with regard to food storage and preparation, maintaining all records of procedures to comply with Food Safety Regulations. 

· To support the manager in ensuring that the setting meets Ofsted guidelines at all times and is working within high Trust’s standards.
GENERAL DUTIES AND RESPONSIBILITIES

· To be aware of River Mill policies and procedures and ensure these are adhered to
· To be professional and a good role model to the children and other staff members, at all times
· To be reliable and punctual, maintaining staffing ratios at all times

· To undertake relevant training as deemed necessary. 
· To undertake any other duties as may become necessary as directed.


PERSON SPECIFICATION

	River Mill Primary School 

	Job Title: After School Club Assistant 

	Qualifications/Education/Training: 
	DESIRABLE/ESSENTIAL

	Level 2 qualification in either Childcare and Development or equivalent 

Paediatric First Aid 

Universal Safeguarding Level 1 

Food Hygiene qualification
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	Experience: 

	Working with or caring for children of primary school age 

Experience of working in a similar setting 
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	Skills and Abilities: 

	Good numeracy and literacy skills 

Good ICT skills 

Strong supervision skills 

Ability to work on own initiative and as part of a team 

Effective communication and organisational skills 

Ability to establish and maintain good relationships with all members of the school community 
Positive and enthusiastic attitude to play. 

A commitment to undertake training and continuous professional development. 

Ability to respond calmly and logically to problems or emergencies.  
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	Specific Working Requirements: 

	Professional manner and attitude 

Ability to relate well to children 

Trustworthy, reliable and punctual with a flexible approach to work 

Understanding of anti-discriminatory practice and how to challenge prejudice and stereotypes

Knowledge of health and safety and food hygiene procedures

Understanding of safeguarding requirement and best practice
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