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JOB DESCRIPTION

Extended Services Manager

Pay and Grade:
       
Kent Range 6; £20,222 - £22,072
Working hours:
This is a term time only post (38 weeks + 1 week – INSET days)  28 - 36 hours a week 
(negotiable but with the majority being during hours of Extended Services activity.)
Responsible to:  
School Business Manager
Main Job Purpose:
To plan, deliver, develop and monitor the provision of Extended Services at St Peter’s CE Junior School to a very high standard 

Responsibilities
	Main Areas of Responsibility


	Managing the delivery of services:



	· Smooth running of Extended Day
	· Co-ordinate all aspects of the delivery of the extended services, including quality assurance
· Implement staff cover in cases of absence, 

· Be responsible person for late collection of children

	· Show strategic direction
	· Provide direction for the growth & improvement of the school’s Extended Services provision

	· Ensure safe working practices
	· Give due regard to safeguarding policies and procedures.

· Update childcare policies and review them regularly in accordance to local authority guidance
· Ensure all activities are safe and operated in line with the relevant Health & Safety legislation 

· Ensure all appropriate risk assessments are undertaken 

· Be responsible person for late collection of children and first aid

· Be responsible for registers of all extended day events in line with safeguarding requirements 

· Be responsible for checking medical/SEN/dietary requirements across extended school provision

	· Ensure that plans for extended services are included in and linked to School Development plans
	· Liaise with the Leadership Team to agree milestones and outcomes for delivery of services



	· Develop a high quality team that delivers high quality provision
	· Work with the Leadership team to recruit staff 

· Line-manage Extended Day staff

· Annual Appraisal of staff

· Lead team meetings with staff to include training and development; 

· Termly monitoring schedule of provision with feedback to develop provision

· Check tutors’ termly plans

· Organise and assess impact of staff development and training


	· Plan termly provision for after-school and extended day activities for around 300 children in around 30 clubs
	· Prepare club programmes ensuring a broad range of choices, regular diversity of activities including innovative provision, complying with appropriate inclusion and equal opportunities legislation

	· Be aware of vulnerable groups
	· Use existing data, (inc. knowledge of Pupil Premium children) to address needs of vulnerable groups as appropriate 

	· Timetable activities
	· Co-ordinate the use of facilities 

	· Efficient purchasing of groceries for Extended Day 
	· Undertake weekly orders demonstrating financial awareness and effective monitoring systems

	· Communication
	· Provide written reports for the SLT and governors as required

· Ensure communication systems are in place to guarantee access to all services

	· Work with relevant stakeholders
	· Line manage outside providers, including evaluating provision and holding regular meetings to feedback from observations, implement staff cover for outside provider absences 

· Direct and supervise club staff and external providers. 

· Contact point for parents 

· Contacting parents to inform them of changes to provision or cancellation of sessions;

· Liaise with Sports Co-ordinator to ensure school’s sports priorities are delivered

· Liaise with all relevant agencies necessary for service delivery

	· Budget Monitoring & Control
	· Sustain financial viability
· Manage the Extended Day budget (SchoolComms)

· Ensure effective payment systems in place 

· Explore other sources of funding  

· Be responsible for managing payments from stakeholders and in accordance with audit requirements;


Managing the delivery of services: 
The Post holder will:
· ….  be expected to undertake training pertinent to the role, including Safer Recruitment Training.

· …  perform any other duties appropriate to the delivery of extended services, which, at times, may require the need to be flexible in terms of working hours.  Other reasonable similar duties may be allocated from time to time.
· …  have access to office space in school. 
Person Specification

Qualifications 

· GCSE English and Maths  Level 3 as a minimum
· NVQ L3 or above in relevant area or equivalent or evidence of leading and organizing a similar team
· Food hygiene certificate *
· Full 1st Aid certificate (3-day) *
· Working knowledge of Office programs and basic technologies (computer, video, photocopier)

* or be willing to attend training and successfully gain the relevant qualification
Aptitude 

· Ability to keep accurate financial accounts and audit trails 

· Ability to establish a database for monitoring and evaluation purposes

· Ability to produce written documents to a high standard 

· Willingness to step into the breach and cover a club if necessary

Experience 

· Experience of working in schools and/or organisations delivering services to children, young people and their families. 

· Experience of budget monitoring and control.

· Experience of working with a range of professionals 

· Ability to work across a wide range of stakeholders 

· Experience of leading and developing a team 

· Evidence of effective negotiation skills 
· Project management experience 

· Evidence of effective ability to initiate new ideas and activities 

· Evidence of use of innovative approaches to working with schools, children and young people, parents/carers, community and multi-agency professionals 

· Evidence of pertinent and formative recent professional development;

· Knowledge and experience of policies and procedures relating to child protection, health, safety, security, equal opportunities and confidentiality.
Personal Qualities 

· Excellent inter-personal and ICT skills;

· Effective communication skills 

· Ability to plan ahead, deal with potential difficulties and establish a course of action

· A commitment to inclusive education and provision for children and families 

· Vision and creativity. 

· Able to manage own time

· The personal impact to inspire and motivate a diverse range of stakeholders

· The ability to maintain a sense of humour at all times!

Leadership and Management Skills 

· Demonstrable ability of leading and managing a team
· Able to motivate others
· Excellent communication and interpersonal skills 

· Effective monitoring and evaluation skills

· Ability to plan and manage a range of different initiatives/objects running concurrently 

· Good organisational skills – ability to prioritise and balance conflicting work demands

· Good ICT and time management skills 

· Ability to work on own initiative 

Circumstances 

· Able to work flexible hours including some evening and weekend hours as required

· Demonstrate a good attendance record 

· A satisfactory enhanced DBS disclosure is a requirement of this post

Equal Opportunities 

· Commitment to implement school’s Equal Opportunities policies 

· Awareness of Equal Opportunities issues 

Desirable:

· Knowledge of SIMS

· Knowledge of Schoolcomms or similar payment systems
· Mini-bus driving licence
Safeguarding:

· A good understanding of the need to keep children safe in education at all times and an understanding of child protection systems and procedures

· The successful candidate will be required to undertake a criminal record check 

4
1

