

                                                        Holy Rood Catholic Primary School
    Job
     Description
	DIRECTORATE:


	EDUCATION SERVICES

	SERVICE AREA:     Holy Rood Catholic Primary School


	POST TITLE:
        After School Club Co-ordinator

	GRADE:   Scale 4
RESPONSIBLE TO:  Head teacher


	JOB PURPOSE

Co-ordinate the day to day running of the extended school’s provision in school



	DETAILS OF DUTIES AND RESPONSIBILITIES



	1.
	Ensuring the planning and delivery of creative play opportunities in a safe and caring environment.



	2.
	Providing full care for the children, including collecting children from the playground and supervising their collection by parents or carers.


	3.
	Providing safe, creative, appropriate play opportunities, preparing activities, implementing the programme.



	4.
	Shared leadership and co-ordination of a small team of staff to facilitate the smooth running of the club and delegation of duties as appropriate.


	5.
	Planning & preparation of the extended schools programme in school

	6.
	Working alongside the Finance Officer within an agreed budget, for the purchase of food and equipment.



	7.
	To be responsible for continually assessing the needs of children and help to design/deliver a programme of activities that is developed to meet these needs.


	8.
	Encouraging 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.
	Organising and planning menus that adhere to healthy eating standards.



	13.
	Preparing food and tidying away resources and equipment. 


	14.

15.

16.


	Administering first aid as appropriate
Administration duties as needed.

Encouraging parental involvement and support of the club.


	
	

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


