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After School Club Manager - Job Description

Purpose of the Post
To assist in providing a caring, secure environment, through individual attention and a series of well-planned, resourced and supervised activities that reflect the government guidelines. 

Main Duties and Responsibilities
· Responsible for managing registers at each session
· Plan, organise and deliver appropriate activities for children aged between 4 and 11
· Develop and maintain good relationships and communication with parents/carers and all relevant parties 
· Maintain high standards of behaviour in line with school policies
· Responsible for ensuring food orders are placed for the following week
· Responsible for ensuring resources are replenished as and when necessary

Supervision and Care of Children
· Ensure that activities are carried out in a safe and responsible manner in accordance with statutory responsibilities
· To take responsible precautions and measures to ensure the safety of other staff and children at the club. Comply with the responsibilities of the Health and Safety at Work Act and to undertake the necessary training including completing Paediatric First Aid training
· Provide a clean and safe environment for the children to play. This will involve physically making sure that the club is kept tidy by means of sweeping and washing up
· Ensure that food is prepared and served in accordance with the Food Standards Agency guidelines and to undertake the necessary Food Hygiene Training 
· To actively promote and support the safeguarding of children and young people in the workplace, ensuring that all staff and volunteers observe School policies and procedures to keep children safe from harm


Other Duties
· Promote the aims and objective of the School at all times
· Understand and adhere to School policies, procedures and standards at all times
· Ensure the School offers the highest standards of physical and emotional care, health and safety, and food hygiene at all times
· Ensure the School offers a high quality, inclusive environment which meets the needs of all children, regardless of culture, religion and physical or emotional development
· Ensure confidentiality within the School at all times
· Participate in activities which fall outside of normal working hours as required e.g. training
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	Nurturing each and all. Guiding, Trusting, Inspiring and Celebrating.
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