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	JOB DESCRIPTION

Wrap Around Care Assistant



	PLACE OF WORK: Robert Wilkinson Primary Academy 
	CURRENT GRADE: Salary points 3 – 5 currently £24,027 - £24,790 pro rata 

	REPORTS TO:   Headteacher 
 

	1.
	MAIN PURPOSE OF JOB
To work under the guidance of the Headteacher, within an agreed system of supervision, to assist with the implementation and delivery of a care and activity programme for children


	2.
	KEY TASKS


	
	i. 
	To work in a team to provide high quality childcare and a suitable programme of activities for up to 40 children within a positive, safe and happy environment.

	
	ii. 
	Uses specific skills, knowledge and experience with and of the children to support their access to activities.

	
	iii. 
	Prepare the room for sessions and clear away afterwards.

	
	iv. 
	Assist with record keeping, monitoring and routine administration tasks as directed by the After School Club Leader.

	
	v. 
	Assist with the preparation of resources and displays and the maintenance of equipment.

	
	vi. 
	Help to ensure activities positively reflect cultural diversity, promote community cohesion and equality of opportunity and that they are fully inclusive.

	
	vii. 
	Take responsibility for preparing the room and resources for the planned activity and care programme to take place. Ensure the hygienic preparation of refreshments and the safe condition of equipment.

	
	viii. 
	Follow all After School Club policies and procedures, in particular: Health, Safety and Security Policies, Child Protection Policy, Anti-Bullying Policy, Behaviour Management Policy, Inclusion Policy, Equality Policies and Confidentiality and Data Protection Policies.

	
	ix. 
	Participate as required in the school’s performance management and supervision systems and take part in appropriate training and development activities

	
	x. 
	Make appropriate use of ICT and adhere to policies relating to it, within their work in line with the school’s systems of working

	
	xi. 
	Contribute to the overall ethos, work and aims of the school and demonstrates professionalism.

	
	xii. 
	Help ensure the club adheres to legislative requirements and national standards.

	
	xiii. 
	To work in a team to provide high quality childcare and a suitable programme of activities for up to 40 children within a positive, safe and happy environment.

	
	xiv. 
	Uses specific skills, knowledge and experience with and of the children to support their access to activities.

	
	xv. 
	Prepares the room for sessions and clears away afterwards.

	
	xvi. 
	Assists with record keeping, monitoring and routine administration tasks as directed by the After School Club Leader.

	
	xvii. 
	Assists with the preparation of resources and displays and the maintenance of equipment.

	
	xviii. 
	Helps to ensure activities positively reflect cultural diversity, promote community cohesion and equality of opportunity and that they are fully inclusive.

	
	xix. 
	Comply with all Academy and Trust policies and procedures.

	
	xx. 
	To co-operate in any staff development activities required to effectively carry out the duties of the post and to participate in the Trust’s appraisal process.

	
	xxi. 
	Any other reasonable duties commensurate with the level of the post.


	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

none
 

	4. 
	MAIN CONTACTS AND RELATIONSHIPS

Internal:  

Works in collaboration with other support staff and volunteers.

Works cooperatively and collaboratively with other adults in the setting.

External:

Some contact with other external professionals and parents when required.


	PERSON SPECIFICATION

Wrap Around Care Assistant


	6.


	KNOWLEDGE AND QUALIFICATIONS

Essential, i.e. the postholder must have:
· Knowledge of child development and children’s personal development needs

· Knowledge of strategies which promote good behaviour and discipline

· Good knowledge relating to the care and learning of children in an out of school club setting

· Good standard of general education 

· Knowledge of inclusion and equality issues 

· Relevant up to date safeguarding qualification and awareness

· Knowledge of data protection and how to apply this to the setting
Desirable, i.e. the postholder would ideally have:
· A relevant child care qualification 

· Knowledge of the Children Act and relevant Ofsted standards


	7. 
	EXPERIENCE

Essential, i.e. the postholder must have:
· Experience of working in a similar child care service

· Experience of working successfully in a team

Desirable, i.e. the postholder would ideally have:
· Experience of communicating effectively with parents and external bodies relating to the child’s care and development as required.



	8. 
	SKILLS AND PERSONAL QUALITIES

Essential, i.e. the postholder must have:
· Good communication skills, both for relating with children and adults.
· Ability to participate fully in planned physical interventions, in children personal care routines and in moving and handling children with physical disabilities safely, using appropriate mechanical and other lifting devices, following recognised procedures
· A good understanding of and commitment to maintaining confidentiality

· Good time management 

· Strong commitment to customer care and providing a good service


· A good understanding of and commitment to safeguarding and promoting equality in the service.

· A flexible approach to work and working hours

· A caring attitude

· Tact and sensitivity

· An approachable style

· Ability to work as part of a team and to apply given instructions

· Able to react calmly and quickly in an emergency
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