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Job Information

	Type of Provision
	Out Of School Care


	Name of Provision
	Special Treasures Childcare ltd


	Vacant Job Title
	After school club Leader and Assistants


	Hours of work
	15 – 20 hrs weekly


	Salary Range
	Negotiable 


	Brief Over View of Job Description


	 To work within Special Treasures Christian Ethos 
Responsibility for the daily running and administration of the Club adhering to the Policies & Procedures of Special Treasures and compliance with the Children Act, Health and Safety legislation and within the guidelines of Ofsted and the EYFS.

Supervision of the planning and preparation of activities to develop all aspects of the child's individual development in a stimulating atmosphere. Ensuring developmental records and observations are kept.

Ensuring that the preparation, care, cleanliness and maintenance of the club playrooms, kitchen and equipment are carried out according to the Policies & Procedures and risk assessments.

Administration and finance of all club’s activities as directed by Head Office to manage budgets, and keep accurate records of staffing, payroll, banking, petty cash, fundraising and all other activities as requested. Issue of invoices and collection of fees, and meeting agreed targets.

Liaison with parents and negotiation of working targets ensuring effective communication within the club.

Supervision of staff and students, conducting regular staff assessments, recognizing training needs, monitoring training and developing teamwork. Organizing of regular staff meetings and in-service training. 




	Qualifications & Experience


	Montorsery, NVQ 3or 4, PPA or NNEB or a similar recognised child-care qualifications and to have had a minimum of 2 years Managerial experience within a Nursery setting or After school club. 



	Location of vacant post 
	Perivale, Ealing, Northolt, Hillingdon



	Closing date for applicants
	When post are filled


Further information can be obtained from:

	Contact Name

 
	Annette Griffith


	Telephone number


	0208 841 9343 or 07931 320 721


	Email address


	specialtreasures@btinternet.com


PLEASE NOTE: 

All advertisements have been provided directly from the provider. 

Ealing Early Years Childcare and Play cannot accept responsibility or liability for any errors, which may have occurred. 









