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JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title:
	Link Club Supervisor

	HBC Grade:
	2

	Service:
	

	Division:
	



	Main Purpose of the Role 

	· To provide structured and professional childcare, play and educational activities for our Breakfast and After School Clubs
· To ensure a high quality provision is maintained at all times
· To deal with issues connected to the smooth running of the provision




	Key Duties 

	1
	To ensure the arrival and departure of children is properly recorded and monitored.


	2
	To ensure the safety of all the children at the club in the event of a fire, fire drill or other emergency.


	3
	To supervise the hygienic provision of refreshments for the children, recognising the principles of a balanced diet and requirements of varied cultural and ethnic backgrounds.


	4
	To ensure and contribute to the smooth and efficient operation of the Link Club and to plan, prepare and supervise all club activities.


	5
	To act in a responsible manner towards children at all times and conduct themselves in a professional manner at all times.


	6
	To be responsible, with other team members, for ensuring that play materials and equipment are properly used, maintained and stored. 


	7
	To supervise the cleaning and ensure that areas used by Link Club are left tidy and clean. 

	8
	To ensure all tables are put away after Breakfast Club every morning and set up before After School Club in an afternoon.


	9
	To administer or supervise any first aid as required and ensure you have an appropriate first aid procedure qualification and to supervise the recording of any accidents/incidents in the accident book.


	10
	To liaise with parents and others to promote goodwill towards the club, it’s efficient operation and it’s effective marketing.


	11
	To contribute to and support the overall aims and ethos of the school.


	12
	To follow safeguarding policies and procedures at all times.


	13
	To undertake keyholder responsibilities as required.


	
14
	Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.




The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment. We follow safer recruitment practice and all appointments are subject to satisfactory Enhanced DBS clearance, satisfactory references and verification of identity and qualifications.
	

	Education 
	Experience 
	Knowledge  
	Skills & Abilities 

	ESSENTIAL
	Numeracy and literacy kills equivalent to NVQ Level 2 or GCSE English and Maths (Grade C) or able to demonstrate equivalent experience

	Experience of working with or caring for children aged 3-11
	Be aware of and comply with policies and procedures relating to Safeguarding, confidentiality, child protection, health & safety, security and data protection
	Ability to work with a minimum of supervision and within a team and to foster good relationships with colleagues and parents


	
	
	
	
	Ability to manage pupils in an After School Club setting and to work well with children

	
	

	
	
	Good communication skills (oral and written)

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	DESIRABLE
	
NVQ Level 3 Childcare qualification

	
	
	[bookmark: _GoBack]Flexible attitude to work

	
	Appropriate child protection training – although this will be provided
	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	
	

	
	
	

	HOW IDENTIFIED 
	
Production of qualifications at interview 
	
Application / Interview / Assessment 
	
Application /Interview / Assessment 
	
Application / Interview /Assessment







	
	Other requirements of the post -

	ESSENTIAL
 




	

	
	

	DESIREABLE 



	


	
	

	HOW IDENTIFIED
	
Interview / Assessment / Production of documentation 






Please note: Front line posts with direct customer contact should include a statement detailing the spoken English language requirements of the post. 


For office use only: 
	Date Created:
	


	Agreed by:
	




This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.
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