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Mews Nursery & Playclub
Combined Job Description, Terms & Conditions, and Person Specification

Job Title

Play Club Leader- Part-time (Maternity Cover )
Date Last Updated 
09.10.2007

Job Description
Overall Purpose:
To manage the day to day running of the Mews Play Club In accordance with agreed procedures and objectives.


Responsible to:
The Mews Nursery /Play Club Senior Co-ordinator /Centre Manager
Duties and Responsibilities:

1. To instigate child -centred play in a structured environment and to co-ordinate both individual and group activities to ensure effective supervision.

2. To be aware of the differing needs of, and establish a suitable programme to meet the needs of all of the children in attendance.  

3. To co-ordinate staff and any volunteers in the Play Club, allocating duties and agreeing an over all plan before the start of each new programme. 

4. To assist in the recruitment and training of play club employees.

5. To plan and supervise visits, outdoor play and escorts to and from the Schools.

6. To establish good communications with all parents and staff on a daily basis regarding the children’s welfare.

7. Undertake and assist in the management of policies, procedures and systems to enable the service to be managed efficiently with respect to finance, health and safety and security.

8. To liaise with the Mews Co-ordinators and staff in providing the agreed office, cleaning and food services.

9. To liaise with outside agencies and the Local Authority Inspection unit as deemed necessary by the Mews Co-ordinator’s.
10. To be aware of current legislation with respect to the services provided and implement where required.

11. To keep accurate records and registration as required by current legislation.

12. Monitor client satisfaction by personal contact and deal with complaints as appropriate. 

13. To be responsible for collecting and recording the payment of fees and other financial transactions.

14. Undertake training as may be deemed necessary.

15. Work as part of the staff team within the Mews project to ensure centre’s overall aims are achieved.

16. Undertake other duties as required for the effective running of the Mews project.

Terms and Conditions of Employment


Rate of Pay
The hourly rate for this post is £6.66 per hour. 

Hours and Holidays
The hours are 17.5 per week 2.30 PM - 6.00 PM Monday to Friday for the After School Club, term-time only. Hours may be available for the Holiday Schemes. 
Short term contracts may be issue for the both the duration of the holiday scheme and on an annual term time only basis for the After School Club.
This is a short term contract to cover maternity leave from 22 October 2007 for minimum 6 months to a maximum of 12 months.  A minimum of one months notice will apply to both parties to the agreement
The Initial Holiday Entitlement is for 5 weeks pro rata per annum and time off in lieu or a day’s pay for Bank holidays worked. Additional days are awarded for long service up to 6 weeks per annum. Please note that the person appointed is expected to take holiday entitlements during school holidays.
Probationary Period

It is the policy of the Salvation Army to offer the successful candidate a trial period of three months’ employment in the first instance. Upon successful completion of the trial period confirmation of employment will be given.

Equal Opportunities 

An Equal Opportunities Policy is in operation for the benefit of all employees and applicants. The Salvation Army is committed to the development of policies to promote equal opportunities in employment. It aims to ensure those employees or any individuals with whom it deals should receive no less favourable treatment on the grounds of race, sex or disability.
 
Health and Safety
All employees are required to comply with the Health and Safety at Work Act 1974.  The Salvation Army operates a No Smoking Policy in all of its premises.
Pension 

If this becomes a permanent appointment and after the satisfactory completion of the probationary period employees working at least 8 hours per week, aged 18 -60 years are offered the opportunity to join The Salvation Army Employees’ Pension Fund.  The contributions are fixed at 4 % of total salary. Any member may make additional contributions up to the maximum allowed by the Inland Revenue.  There is an opportunity to pay Additional Voluntary Contributions (AVC’s) of which the Salvation Army will match up to 4 % of Salary of the Additional contributions paid.

Parking Facilities/Transport

It is regretted that there is no parking on the premises for members of staff. There is zone parking for residents only around the premises so that free parking in the area is limited to streets on the outer regions of the area. There are nearby car parks where season tickets may be purchases but this is the responsibility of the member of staff. An interest free loan is available to purchase a season ticket.

Person Specification

	Factor
	Essential
	Desirable

	Physical Make-up


	· Tidy –dressed in an appropriate manner
	· None

	Education and Training


	· Good General Education

· Play Leader Qualification or equivalent
	· Evidence of other appropriate training, or skills development



	Experience


	· Experience of planning and implementing learning through play. 

· Proven experience of dealing with parents and external agencies

· Evidence of working in a supervisory position in a childcare setting
	· Evidence of  monitoring staff development and supervising work routines

· Experience of responding to and preparing for various inspection bodies



	Special Aptitude/Skills


	· Workable knowledge of current legislation relating to out of school settings

· Clear communicator of detailed information orally and written
	· Workable knowledge of the computer and its use in childcare settings.

	Disposition


	· Able to cope with a  variety of tasks and situations in an efficient and business like manner
	· Able to cope with occasionally difficult and demanding situations

	Motivation


	· Beliefs that you can help create a happy and caring environment in which a child can flourish.
	· Desire to work for a charitable organisation

	Circumstances


	· In sympathy with the aims and objectives of the Salvation Army and its work in the community
	· None


Application & Contact Details

To apply for this position, please send the job application form, which can be downloaded from our website or posted to you by Mews staff, to:

Senior Co-Ordinator
Job Applications – Private & Confidential

Mews Nursery & Playclub
Henrietta Garden
BA2 6LR
Tel. 01225 332593



Fax. 01225 443257

sally.evans@mewsnursery.co.uk       

http://www.mewsnursery.co.uk/jobs  
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