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JOB DESCRIPTION FOR ASSISTANT SUPERVISOR – SAM’S PLACE AFTER SCHOOL CLUB.
Post Title: Assistant Supervisor
Rate of Pay: £7.50 per hour
Hours: Term time 20 hours per week between 2.00 pm to 6.30 pm dependent on needs of the setting
JOB PURPOSE

To assist the Supervisor with leadership and planning for the Afterschool Club providing high standards of care and play opportunities for children between the ages of 4- 11 years old in a safe and secure environment. To provide advice to other staff in the setting in relation to EYFS children.

DUTIES AND RESPONSIBILITIES
1. To provide the highest standards of quality care.
2. To ensure that health and safety and security measures are constantly maintained and to organise regular fire drills recording information appropriately.
3. To be aware of and act in accordance with current legislation, policy and procedures.  
4. To plan a programme of activities for long, medium and short term goals  as required by the Supervisor.

5. To be available to set up equipment with the Supervisor.
6. To be jointly responsible with the Supervisor for staff training recognising gaps in knowledge and ensuring appropriate quality training is delivered to comply with legislation and procedures.
8. To work in close partnership and to develop and maintain good relationships with stakeholders including parents/carers and other family members.
9. To attend ALL out of working hours activities, e.g. training, staff meetings and Committee Meetings.
11. Work alongside the Supervisor and staff team to ensure that the vision, philosophy and objectives behind Sam’s Place After School Club are met.
12. To respect the confidentiality of information received.
13. To be responsible for planning for EYFS Children ensuring all team members understand the requirements of this area of work.  Ensure with the Supervisor and Deputy Supervisor the allocation of Key Workers to children.


14. Specific Child Care Tasks:
1. The preparation and completion of activities to suit the child's stage of development.
2. To ensure that mealtimes are a time of pleasant social sharing.
4. Providing comfort and warmth to all children.
5. Providing conscientious and effective supervision of the children
6. To interact and engage with the children
15. To keep up to date with Ofsted regulations bringing changes to the attention of the team.
16.To attend training sessions to keep knowledge relevant and current.

17.To assist the Supervisor with completion of staff appraisals and setting challenging targets for team members.

18. To be able to undertake the accurate collection of fees when required and understand the financial systems in place.
19. To provide effective cover for the Supervisor as and when required.

PERSON SPECIFICATION
Essential: 
NVQ minimum level 3 in Childcare, Playwork or equivalent qualification or experience 

Relevant management or supervisory experience 

Ability to communicate with children 

Excellent communication skills 

Good organisation skills 

Leadership and motivational ability 

Good understanding of special educational needs and EYFS 

Ability to act on own initiative 

Commitment to Equality of Opportunity and Diversity 

Ability to prioritise and make decisions 

Ability to respond to change positively 

Commitment to personal and organisational development 

Commitment to the development of play opportunities for children of all abilities 

Desirable: 
First Aid qualification 

Food Hygiene qualification/training 

Ability to recognise and manage stress 

Competent in using computer systems including email and Microsoft Word Experience in an after-school setting or working with children 4-11 
