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_______________________________________________________________
JOB DESCRIPTION

TITLE OF JOB:   

Out of School Provision, Services Manager 
SERVICE/PROJECT:
Whitehawk After School Project (WASP)
REFERENCE NO: 

OSP


CLOSING DATE FOR APPLICATIONS: 3 February 2009
1st INTERVIEW DATE:  
Monday, 9 February 2009 – morning 
2nd INTERVIEW DATE:  
Friday, 13 February 2009
Please note these are both fixed interview dates
HOURS PER WEEK: 
 18.5   
TEMPORARY/PERMANENT:  Permanent

BAND 6 NJC POINTS 34 – 39, SALARY  £ 28,269 - £32,379 per annum (pro rata), paid monthly by Automated Credit Transfer on 25th of each month. 
HOLIDAY ENTITLEMENT: 27 days per annum, plus 3 extra days at Christmas and the usual statutory holidays. 

ACCOUNTABLE TO: 
Children and Young People’s Service Director
LINE MANAGED BY: 
Children and Young People’s Service Director
RESPONSIBLE FOR: 
· Overall responsibility for the safe and effective delivery of WASP’s activities including an Ofsted registered after school club and holiday play schemes, an open access youth club, outreach play provision and family fun days (for ages 4 - 13)

· Ensuring the activities comply with Ofsted and being the nominated registered person representing Impact and the Designated Safeguarding Officer for WASP

· The ongoing development of services including being proactive in seeking ongoing funding

For an informal chat about the job, please ring Caroline Ridley Service Director on 01273 828452
Impact Initiatives is a company limited by guarantee and a registered charity. Company registered in England No. 1402692. Charity Commission No. 276669

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure
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BACKGROUND AND AIMS OF PROJECT

Impact Initiatives (Impact) provides a wide range of services in Sussex for children, young people and adults.  These services work, in different ways, to support people’s health, independence and learning.  Impact is one of the largest charities operating in Sussex, deploying over 120 paid staff and over 150 volunteers.  The annual turnover of the organisation is in the region of  £2.2 million.

Whitehawk After School Project (WASP) opened in September 2003 to provide safe, inclusive out of school childcare, play and youth opportunities. Working closely with children, young people and adults in the local community we have developed a range of services that are affordable, appealing and relevant to local needs.

WASP clubs provide a child-centred and nurturing environment where children are treated as individuals and encouraged to feel good about themselves. Children are offered a choice of activities such as arts and crafts, sports, cooking activities, games, drama and dance, gardening and occasional trips. These positive experiences support children to develop life skills including physical and social skills, creativity, emotional well-being and awareness of healthy lifestyles. They also support parents and carers by providing respite and allowing them to go to work or to study. WASP is based in an area where there are significant levels of deprivation. WASP is linked to a range of other services in the area and works with other professionals particularly around Safeguarding children and young people and promoting access to family support services.

MAIN TASKS 
1. To manage the delivery of WASP’s activities ensuring that all targets specified in contracts and service agreements are met within the agreed budget and time scales

2. To manage the delivery of fun, imaginative and stimulating play and youth opportunities in a safe, inclusive, child centred and non-discriminatory environments.
3. To be the ‘nominated person’ managing WASP’s Ofsted registered after school club and holidays schemes responsible for ensuring services meet the Early Years Foundation Stage and Childcare National Standards 

4. To ensure that services operate in suitable and properly managed premises ensuring that high standards of health, safety and hygiene are maintained at all times in accordance with the project’s policies and procedures. 

5. To provide consistent line management and support to the WASP staff team and volunteers. 

6. To liase with the HR department to with regard to staffing issues including recruitment when required.

7. To co-ordinate in-house training and inductions and ensure all staff and volunteers access appropriate training.

8. To monitor staff working hours and liaise with payroll and the Human Resources Department regarding the processing of timesheets and other staff administrative procedures.
9. To provide on call cover for the youth club two evenings a week.
10. To build positive relationships with children, young people, parents and carers. To communicate effectively and sensitively with children, young people and adults regarding range of issues.
11. To liase with parents and other professionals including family support workers and school staff to promote access to the services and support children’s welfare including contributing to the development of individual support plans.

12. To publicise and promote WASP’s services.
13. To ensure effective quality assurance and monitoring/evaluation systems are in place, completed and maintained including the Quality in Play quality assurance schemes. 

14. To develop strong links with local organisations, represent Impact and promote the work of its services in relevant external networks, strategic groups, partnerships and forums. 

15. To identify opportunities for developing the services and in conjunction with the Children and Young Peoples Services Director, take these forward to implementation.

16. To develop a Service Users Advisory Group or other forum, to ensure children, young people, parents and staff have a meaningful involvement in the development of WASP’s services.
17. To ensure finance and monitoring returns and reports to funders are completed within deadlines.
18. To build and maintain relationships with funding bodies and negotiate and manage WASP contracts and service level agreements.

19. To take a lead and liase with the Service Director in fundraising for the services. 

20. To work closely with the Senior Management Team to ensure effective planning, budget setting and financial management.

Policies and Procedures

1. To ensure organisational policies and procedures are implemented into daily work practice and to develop and update service specific policies and procedures. To be responsible for ensuring that relevant staff and volunteers are familiar with and working to these.

2. To comply with and implement Impacts Safe Guarding Children and Young People and Protection of Vulnerable Adults policies ensure that issues are fully recorded and dealt with appropriately 

3. To comply with and implement Impact Initiatives Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities.

4. To comply with and implement Impact Initiatives Health and Safety Policy and Procedure relating to the specific activities on which you are employed. Generally, to take reasonable care for health and safety of all those affected by this work.

General 

1. To attend regular supervision sessions, staff meetings and ‘Impact’ days as required and undertake any training as required 

2. To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.

3. To undertake any other duties as might reasonably be asked of the post holder at the request of the Team Leader or Service Manager.

This job description will be subject to review in accordance with the needs of the service.

Person Specification

Essential Skills and Abilities 

1. A relevant professional qualification in childcare, play work, youth work (minimum requirement NVQ level 3), education or social care. 

2. The ability to be a ‘satisfactory fit person’ for Ofsted.

3. A minimum of 2 years experience of managing play, youth and Ofsted registered provision for children and young people age 4 –13, including services for children with additional needs whose behaviour can be challenging. 

4. Experience of developing inclusive play provision supporting children with special needs in a mainstream setting.

5. Experience of working with other professionals to develop and implement support plans for children.

6. Working knowledge of legislation, policies and procedures relating to childcare and play 

7. Knowledge of National and local strategies relating to childcare and play.

8. Sound knowledge of safeguarding children and young people policies and procedures and the ability to be the Designated Safeguarding Officer for the WASP project. 

9. Strong interpersonal and communication skills and an ability:

· To relate well to children and young people and engage them in positive activities

· To communicate effectively and sensitively with parent and carers regarding a range of issues 

· To communicate clearly and effectively in meetings with other professionals

10. Proven ability of successfully managing, supervising and developing staff.

11. Experience of setting up monitoring and evaluation systems and report writing
12. Excellent organisational skills and ability to ensure delivery of a programme of activities on time and within budget.

13. Experience of leading the development of services

14. Experience of developing and implementing policies and procedures.

15. Experience of managing and working to budgets, 

16. Ability to compile finance and monitoring reports for funders.

17. Experience of identifying funding opportunities and developing bids, tenders and applications

18. ICT skills including an ability to use spreadsheets, word processing documents and databases

19. Flexibility and willingness to work outside normal office hours.

Desirable skills

1. Experience of working in the voluntary sector

2. Experience of working in an area with high levels of deprivation

3. Ability to produce publicity material.
