BENCHMARK JOB DESCRIPTION

JOB TITLE:
BREAKFAST/AFTER SCHOOL CLUB SUPERVISOR

JOB ID:
01BS

GRADE:
2

LEVEL DESCRIPTION

All duties will be carried out within recognised procedures or guidelines.

May include ad hoc duties, which require some initiative.

Will make day-to-day decisions about own workload, within a clear framework.

There will be some need to interpret information or situations and to solve straightforward problems.

Problems will be referred to line manager, who will be available for direction and guidance.

No direct responsibility for supervising others, but may involve demonstrating duties or giving advice and guidance to new employees or others.

INTRODUCTION

The level description gives an overview of the level of competence required to carry out work at this level.

EXAMPLES OF DUTIES 

· Supervise pupils in either the breakfast club or after school club, organising games and activities.

· Prepare simple food and beverages.

· Keep records as required.

· Advise teaching staff of any issues arising during the session.

· Attend relevant training sessions, staff and other meetings as appropriate / required.

· Administer basic first aid, if required.

OTHER INFORMATION

· The job description sets out the major duties associated with this post, it is assumed that other duties of a similar level / nature undertaken within the team are not excluded simply because they are not itemised.

· Duties of the post could vary from time to time as a result of new legislation, changes in technology or policy, in this event appropriate training will be provided. 

PERSON SPECIFICATION

	Criteria
	Essential to basic performance of job
	Required for fully competent performance of job

	Knowledge:

	Technical or specialist
	· Interest in working with children
	· Basic Food Hygiene certificate.

	
	
	· Basic first aid.


	Literacy and numeracy
	· Ability to read and follow instructions
	

	
	· Ability to complete basic paperwork
	


	Knowledge & use of equipment
	
	· Ability to use craft and ICT equipment.

· Ability to order and maintain stocks of food for breakfast and after school club.


	Mental Skills:


	Problem solving
	· Ability to resolve or report straight forward problems.
	


	Planning ahead
	· Day to day planning of activities.
	


	Interpersonal & Communications Skills:

	Caring skills
	· Sensitivity to pupils’ needs
	


	Training and / or presentation skills
	· Assist with induction training of new play assistants.
	

	
	· Demonstrating the use of equipment to pupils.
	


	Advising / guiding skills
	· Advising and guiding children on the best way to handle situations.
	


	Negotiating, influencing or conciliating skills
	· Negotiating / encouraging pupils to participate in / complete tasks.
	

	
	· Ability to conciliate between pupils in disputes.
	


	Verbal and written communications skills (including use of languages)
	· Ability to communicate clearly
	

	
	· Ability to encourage participation and give feedback to pupils
	

	
	· Ability to maintain appropriate level of confidentiality
	


	Physical skills:

	Keyboard skills / use of mouse
	
	· Use of keyboard and mouse may be required if supporting children using IT equipment.


	Other manual skills
	· Ability to demonstrate safe use of craft equipment.
	

	
	· Ability to prepare snacks and drinks.
	


	Other attributes:

	Level of autonomy
	· Post holder is required to work on own initiative but within club policies and with supervisory support available when needed.
	


