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Broughton After School Club
Manager – Job Description
Responsible to: Management Committee
Remit of post: To manage the running of Broughton After School Club, supervise and support staff, and oversee the day-to-day management, administration and development of the Club.
Duties and Core Competencies
	Duty
	Core Competency / Expected Practice

	Places, registrations and ratios
	Manage applications and allocation of places in line with Club criteria. Understand and maintain appropriate adult:child ratios and keep availability and waiting lists up to date.

	Children's records and booking system
	Ensure children's registration details, fees and records are kept up to date. Maintain the Kids Club HQ system and ensure registers and required information are accurate.

	Daily registers
	Oversee the daily register and ensure attendance records are accurate.

	Staff leadership and support
	Lead, supervise and support staff as required. Understand staff roles and provide appropriate guidance, mentoring and support.

	Management Committee
	Keep the Management Committee informed about the service, provide relevant reports and attend Committee meetings as required.

	Childcare and play
	Support staff in planning, delivering and evaluating child-centred play activities. Be willing and able to step into the childcare environment when staff or children require additional support.

	Parents, school and external agencies
	Maintain professional and positive communication with parents/carers, school staff and relevant professionals and agencies.

	Finance and accounts
	Support associated account keeping, bank reconciliation, Xero records, petty cash and preparation of accounts alongside the Treasurer for external audit.

	Additional support needs and inclusion
	Ensure children with additional support needs are supported and included. Use knowledge of Autism, SEN/ASN, emotional regulation and other needs to help adapt activities and support strategies appropriately.

	Policies and procedures
	Develop, review and update Club policies and procedures and maintain knowledge of relevant regulations and legislation.

	Activity planning
	Contribute to staff meetings and support a programme of inclusive, stimulating activities based on children's interests, development, cultures and individual needs.

	Payroll information
	Maintain accurate records of staff hours and provide the required information for payroll.

	Health and safety
	Ensure play and activities are safe and appropriate, including completion of risk assessments, safety checks and relevant records. Follow health and safety and infection-control procedures.

	Purchasing and equipment
	Oversee purchasing of snacks and equipment and ensure equipment is safe, suitable and maintained. Support the provision of healthy snack options.

	Lets, insurance and grants
	Organise or coordinate premises lets, insurance and grant-related arrangements, liaising with the appropriate organisations.

	Holiday clubs and in-service days
	Plan and organise holiday clubs and in-service provision, including premises, staffing, activities, trips, risk assessments and registration.

	Care Inspectorate
	Maintain the Club's registration and readiness for Care Inspectorate inspection and ensure practice reflects the Health and Social Care Standards and regulatory requirements.

	SSSC registration and professional development
	Maintain SSSC registration and required learning and development. Keep a current personal development plan and training records, and ensure core training is kept up to date.

	Staff supervision and appraisal
	Carry out regular supervision and appraisals and ensure staff have the training required for their roles. Support reflective practice and ongoing professional development.

	Confidentiality and data protection
	Handle information about children and families confidentially and in line with the Club's confidentiality and data protection requirements.

	Communication with parents
	Keep parents/carers informed about Club activities and respond to correspondence professionally and within a reasonable timeframe.

	Flexibility and reasonable duties
	Be flexible and provide support outside the office when required, including responding to unexpected situations, supporting children and staff, first aid and parent queries. Undertake any other reasonable duties requested by the Management Committee.
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