

                                                        Holy Rood Catholic Primary School 
    Job
     Description
	DIRECTORATE:


	EDUCATION SERVICES

	SERVICE AREA:     Holy Rood Catholic Primary School


	POST TITLE:
        After School Club ASSISTANT CO-ORDINATOR

	GRADE:   Scale 3
RESPONSIBLE TO:  Head teacher

	JOB PURPOSE

Assist with the co-ordination of the day to day running of the extended school’s provision in school



	DETAILS OF DUTIES AND RESPONSIBILITIES



	1.
	Assist with the delivery of creative play opportunities in a safe and caring environment.



	2.
	Assist with the provision of full care for the children, including collecting children from class, supervising their collection by parents or carers and providing refreshments.



	3.
	Assisting with the provision of a safe, creative, appropriate play opportunities, preparing activities, implementing the programme.



	4.
	Working within a small team of staff to facilitate the smooth running of the Club.



	5.
	Assistance with administrative duties as needed.

	6.
	Administering first aid as appropriate.



	7.
	Assist with the encouragement of parental involvement and support of the club.



	8.
	Assist with the encouragement of close links with the parents, schools and other childcare facilities and the community.



	9.
	Attending meetings and training as appropriate, being prepared to undergo further training as needed.



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



	11.
	Working within agreed policies.

	
	

	12

	Maintain accurate registers
.


	13.

14.

	Helping children to prepare and serve snack meals and to clear up.

Working alongside co-ordinator and be trained and prepared to work in the co-ordinator’s position in a temporary capacity when necessary due to absence.


	
	

	
	And any other duties commensurate with the grade and falling within the scope of the post, as requested by Management.


