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JOB DESCRIPTION AND PERSON SPECIFICATION 








	Job Title: Flying Start Play Assistant

	Directorate: Housing and Communities

	Section: Early Help
	Reporting to:  Play Leader


	Grade:  3 (salary is pro rata for 33.5 hours a week for 39 weeks per year.)

	Hours per Week: 33.5 term time only


	Post Number: PEO05508
	Number of Employees 
Reporting to Post: 0


	Special Conditions: 
· Term Time Only
· This post is subject to a Disclosure and Barring Service - Enhanced check
	Location of Post: Twinkle Stars/Willows

	Job Purpose:    
To assist in the provision of quality care and play opportunities for children aged 2 to 3 years attending Twinkle Stars Flying Start Daycare setting


	Duties and Responsibilities

1. To assist in the provision of a safe environment for all children as appropriate to their age and ability and in accordance with CIW regulations.

2. To assist in the inclusive provision of stimulating and varied play activities for all children.

3. To work with other members of the playgroup team to develop and evaluate programmes of activities.

4. To provide equality of opportunity for all children and parents who use the playgroup.

5. To follow the ethos of Flying Start childcare through daily practice, planning and attitude.

6. To comply and complete all paperwork as required by the council, Flying Start and CIW.

7. To maintain strict confidentiality related to information held (in writing or given verbally) concerning children and their families. 

8. To participate in training and staff development.

9. To safeguard staff, children and families in accordance with council and service guidance & policy

10. To work flexibly across all Flying Start Parenting groups and daycare settings as required.



Corporate Requirements

1. To participate actively in supporting the principles and practice of equality of opportunity as stated in the Council’s Equal Opportunities Policy.

2. To take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions and to comply with all health and safety legislation as appropriate. 

3. To, as a statutory duty, adhere to the Council’s Corporate Safeguarding Policy and associated policies and procedures and to report concerns regarding the safety and wellbeing of children or adults at risk. In order to support you in this, you are required to access safeguarding training at the level which is relevant to this post. 

4. As a term of your employment, you may be required to undertake such other duties and/or times of work as may reasonably be required of you, commensurate with your grade or general level of responsibility within the organisation.  

5. Although you will be provided with a base, you will be required to work from various locations in accordance with the needs of the role.


	
DATE COMPLETED: _______________  

AGREED BY: _____________________ (Recruiting Manager)

Date Received by Post holder: _____________________

Signature of Post holder: ____________________________
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PERSON SPECIFICATION 









Job Title: Play Assistant - Flying Start
Post Number: PEO05508

THE PERSON APPOINTED MUST MEET THE FOLLOWING REQUIREMENTS
	Area to be Demonstrated
	Essential Requirements

YOU MUST DEMONSTRATE THAT YOU MEET THESE REQUIREMENTS
	Desirable Requirements

YOU DO NOT HAVE TO MEET THESE REQUIREMENTS BUT IF YOU DO, PLEASE TELL US

	How Assessed
Application Form or Interview or Both

	Competencies (as per Behavioural Competency Framework)

	· Putting Our Customers First – Level 1
· Getting Things Done – Level 1
· Taking Personal Responsibility – Level 2
· Seeking to understand others and treating them with respect – Level 1
	Application Form and Interview



	Education and Training

	· Level 3 qualification in Childcare and Education (CCLD)   

	·  First Aid qualification.
· Food Hygiene
· Welsh Speaking

	Application Form and Certification where required

	Experience / Knowledge

	· Proven experience  of working with babies and/or children under age 5
· Experience of contributing to effective teamwork
· Experience of following safeguarding procedures to protect children and families.

	· Experience of working in a Flying Start childcare setting

· Experience of working with children who have individual/additional needs. 

	Application Form and Interview

	Skills and
Abilities

	· Ability to work as part of a team.
· Ability to communicate effectively (verbal & written) and appropriately with parents and colleagues.
· Ability to contribute to the setting’s planning to meet children’s needs.
· Knowledge of Safeguarding issues and following procedures.

	· ICT skills (basic Microsoft Word, Teams and Outlook)

	Application Form and Interview



	Personal
Attributes

	· Commitment to the Council’s Equal Opportunities Policy.
· Good communication skills.
· Enthusiastic and motivated in relation to work with children aged 2-3 years 
· Shows sensitivity in regard to diversity 

	
	Interview



	Special  
Circumstances

	· May occasionally be required to cover at other Flying Start/Parenting sessions located in Cardiff
· May be required to support on a 1-1 basis within the setting to support the needs of individual children
· This post is subject to a Disclosure and Barring Service - Enhanced check

	
	Application Form and Interview




This document is available in Welsh / Mae’r ddogfen hon ar gael yn Gymraeg
	4.C.059
	Issue 1
	Mar 2017
	Process Owner: Employee Relations
	Authorisation: Employee Relations
	Page 3 of 4



image1.png
Together

We work with our
communities and partners

across the city to deliver the
best outcomes for the
people of Cardiff





image2.png




