Job Description for Activity Club Assistant – Stelling Minnis Primary School

To prepare a range of suitable activities for the children according to their age and interests.

To prepare the room for the activities and tidy away again at the end of the session.

To be responsible for the care of the children booked into the club throughout the session.

To receive payments for the children at the club and enter them into the register of attenders.

To be responsible for putting away the money and register at the end of the session. 
To create the weekly newsletter of activities for the next week from ASC to go out to parents.

To liaise with parents and help promote the club.
To liaise carefully with the other Activity Club worker in all the above activities.

To be fully aware of all first aid and fire procedures.

To be take part in the school’s performance management procedures.

To carry out any other appropriate duties as may be requested by the line manager, such as tidying or sorting of resources.  
Line Manager  - Julie Simmons
Signed ………………………………………

Date ………………………………

Line Manager……………………...............

Date ……………………………….
