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St Gerard’s Catholic Primary and Nursery School

JOB DESCRIPTION
Post Title:        

After School Club Supervisor
Reporting to:   
15 hours per week (term time only)

Salary  


HBC1 (SCP002) £24,309 per annum (pro-rata)
______________________________________________________________________

Disclosure Level: Enhanced

St. Gerard’s Catholic Primary and Nursery School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. 
All members of staff embrace fully the school’s Mission Statement and comply with the Authority’s Pay and Conditions of Employment.  All staff will have due regard to the guidelines of the Liverpool Roman Catholic Archdiocese and follow the School Code of Conduct.
_____________________________________________________________
This job description adheres to the conditions laid down in the School Teacher’s Pay and Conditions Document.

In addition to this, teachers in a Catholic School, undertake to develop the children in the understanding and knowledge of their faith. 

In all the undertakings, the Mission Statement of the school should remain central.

_____________________________________________________________________
PURPOSE OF JOB:
To be responsible for the operation and development of the after-school club to ensure its’ continued smooth and effective running.

MAIN RESPONSIBILITIES: 
· planning and publicising the club.
· setting up of the venue each week

· preparation and serving of snack as appropriate

· Help to create a welcoming and supportive environment for the members of the club

· management of the behaviour of members of the club

· tidying of the venue after use. 
· taking the register

· create related promotional displays for the club in the school

· Support the aims and ethos of the school

· Set a good example in terms of punctuality, behaviour and attendance

· purchasing and management of stock, handling cash income and regular audits of resources

· maintenance, cleanliness and safety of specialist equipment

· Demonstrate and assist in the safe and effective use of specialist equipment/materials

· Be aware of and comply with policies and procedures relating to child protection, food hygiene, health, safety and security, administration and confidentiality, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Help to establish constructive relationships and communicate with other agencies/professionals

· Participate in training, other learning activities and performance development as required.

CREATIVITY AND INNOVATION
· identification of appropriate food/drinks in order to maximise the popularity of services with customers

· Contribute to the promotion of the club to maximise usage and continued success

· The post holder has responsibilities for the management of member's behaviour within the club but will work within strict guidelines and procedures. All unacceptable behaviour must be reported immediately to a senior member of staff to take action The post holder is required to consult and liaise with the Headteacher in all non-routine matters in connection with the club

WORK ENVIRONMENT

Work demands – Work tasks are interchanged but the set programme is not normally interrupted. 

Physical demands – The post requires normal physical effort. However, there may be occasions when awkward postures and / or some lifting and handling are required.

Working conditions – The post holder works in a clean and heated indoor environment. The duties include the preparation of snack, which may include the use of a toaster, kettle and microwave.

Work context – The work involves regular contact with staff and pupils, and there may be some occasions of conflict in the conduct of pupils. It is anticipated however that this would be minimal, and that the post holder would seek assistance. 
KNOWLEDGE AND SKILLS

Knowledge

· The post holder will have basic knowledge of Food Hygiene, Health and Safety, First Aid, Lifting and Handling and Fire Prevention for which appropriate training will be provided

· Use of equipment/resources

· Full working knowledge of relevant polices/codes of practice/legislation

GENERAL

a) Other Duties – The duties and responsibilities in this job description are not restrictive and the post holder may be required from time to time. Any such duties should not however substantially change the general character of the post.

b) Equal Opportunities – The post holder must carry out his/her duties with full regard to the Council’s Equal Opportunities policy.

c) Health and Safety – The post holder must carry out his/her duties with full regard to the Departments Health and Safety Procedures.   

To plan menus, order and purchase provisions within the allocated budget. 
Additional Comments

· This Job Description is in addition to the general statement of duties included in the School Teachers’ Pay and Conditions of Employment.
· The list of duties to be carried out within this Job Description need not necessarily be the sum total of the job. The Headteacher may wish to instruct over and above the items listed.

· This Job Description can be amended from time to time after consultation with you and will be reviewed annually.

Note

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.

PAGE  
1

