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PAY AND CONDITIONS REVIEW PROJECT 2006/07

ROLE DESCRIPTORS FOR POSTS IN SCHOOLS

Note:  These are broad descriptions of the types of duties/activities expected of a post at this level, for illustrative purposes.  They are not intended to provide an exhaustive list of duties.
POST TITLE: 

SMILES Club Manager


JEID REF:  S0016
POST LEVEL :
Band H

BROAD DESCRIPTION:

Overall responsible to the Head for the strategic day to day management, development and organisation of the club and ensuring the safety and care of its children.  Is responsible for the management and supervision of club staff and for the financial administration of the club budget.

RESPONSIBILITY FOR OTHERS:  The post has a major impact on the well-being of individuals or groups (ie physical, mental, social, health and safety) through the development and implementation of club policy.

RESPONSIBILITY FOR STAFF: The post has direct responsibility for supervising a team of club staff (playworkers and finance manager), including recruitment, performance management, supervision, work allocation and ensuring quality of work. 
RESPONSIBILITY FOR FINANCE : The post has direct responsibility for the club budget, involving monitoring and accounting for expenditure.

RESPONSIBILITY FOR PHYSICAL RESOURCES: The post has some direct responsibility for physical resources, involving the careful, accurate, confidential and secure handling and processing of information. 

TYPICAL TASKS

· Ensure the delivery of high quality childcare in a safe and caring environment, working to national standards
· Monitor and review the quality of care for children, working to national standards

· Manage and lead a team of playworkers and finance manager
· Monitor and manage the club budget, ensuring effective spending
· Plan, organise and manage events and activities. 

· Ensure that appropriate materials, resources and equipment are available and in safe working order

· Ensure the collection, maintenance and updating of data/records relating to children and staff, providing reports as appropriate.

· Manage occupancy levels

· Implement effective parent liaison programmes and processes.

· Ensure effective communication and liaison with parents, other professionals, outside bodies and organisations
· Promote the club to the community and potential users, through effective marketing of services. 
· Review, amend, update club policies and procedures in accordance with national and local requirements
QUALIFICATIONS/TRAINING AND LIKELY ABILITIES

NVQ level 3 (or equivalent) 

Minimum GCSE (equivalent) Maths and English at grade A-C
Knowledge and understanding of national standards for childcare, EY foundation stage
Experience of leading the development of a strategy and associated change management

Experience of office administration at a senior/supervisory level and able to lead/guide others 

Competent in use of ICT and software packages (eg word, excel etc)

Knowledge of specialist ICT packages eg. Finance and SIMS is desirable

Good communications skills and be able to communicate effectively with a range of audiences.

Excellent organisational skills

Able to plan and develop systems
Experience in Childcare and Education is desirable
Be aware of and comply with school policies and procedures (eg. child protection, equal opportunities, health and safety, GDPR, confidentiality)
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