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The Staff of Liverpool College are its greatest strength. Their dedication, flexibility, and commitment to the mission of the school ensure its excellence and form the foundation of its future. It is this spirit of service and professionalism which allows the school to inspire young people to achieve their true potential. The expectation of the College is that all staff view their employment at the school in that spirit.








Job Description

	Post Title
	After School Club Manager 

	Salary/Grade
	SCP 12 £5,336 PLUS Management Allowance £2193

	Working Time
	10 Hours per week

	Reporting to
	Vice Principal - Primary

	Liaising with
	Vice Principal, Operational, Instructional staff and external stakeholders

	Disclosure level
	Enhanced


	Summary of the overall purpose of the job

	To lead and be responsible for the day-to-day organisation of the After School provision at Liverpool College providing high standards of care and play opportunities for children in the Pre-Prep, in a safe and secure environment.



	Key responsibilities and objectives of the job

	· To lead the day-to-day management and organisation of the After School Club 
· To provide line management to a team of learning support assistants/play workers, directing the work of staff based at the After School Club, supervising their activities and inducting new staff members.
· Work with all staff to ensure and provide care, play opportunities and activities in a homely, nurturing, and safe environment, with regard to the individual development needs of the children
· To ensure the welfare of pupils and if necessary ensure intimate care needs are met
· To lead and motivate a team of staff to deliver high quality creative play opportunities in a safe and caring environment 
· Liaise with the Vice Principal (Primary) with regard to the needs of the children who attend the club


	Management and Administration 

	· Uphold, implement and regularly review all policies and procedures of the group in partnership with the staff team and the Committee 
· Maintain all records relating to the management of the group ensuring confidentiality and data protection of the children, their families and members of staff. 
· Liaise with the school’s finance department to ensure rigid financial control of the ‘After School Club’ budget and be responsible for the ordering and purchasing of equipment, supplies and resources.
· To be responsible for the day-to-day administration and record keeping that includes maintaining records of attendance and providing information returns and other appropriate records as required and maintaining records of staff attendances and managing staff absences and lateness.
· Have due regard for safeguarding and promoting the welfare of children and to follow the child protection procedures adopted by the Local Authority and the school’s safeguarding policy.


	Personal Attributes

	· Patience, kind, caring person, who enjoys working as part of a team


All employees are expected to play a full part in the life of the College community, to support its distinctive mission and ethos as a co-educational 4-19 academy, and to encourage colleagues and pupils to follow this example.

While every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be specifically identified. This Job Specification is current at the date shown but, in consultation with the post holder, it may be changed by the Principal to reflect or to anticipate changes in the job commensurate with the grade and job title.
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