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AFTER SCHOOL CLUB COORDINATOR
August 2018
We are seeking a highly skilled, experienced and enthusiastic individual to lead and manage the After School Club team, at Scotland’s largest Prep School, located in the Cramond area of Edinburgh.  

Applications are welcomed from both primary teachers and SVQ Level 3/4 holders in Early Years Care and Education (or equivalent)
Hours: Monday to Friday (term time only) 2.15 to 6.15pm. (Additional hours may be available.)
Report to: Deputy Head (Pre-prep)

Main Role / Responsibilities
· To be responsible for the daily planning and preparation of activities and play opportunities
· To provide care within a safe and secure environment (both indoors and outdoors) with regard to the individual needs and interests of the children

· To manage and lead the team of staff 
· To be responsible for the day to day administration, record keeping and ordering of resources and equipment within an agreed budget.

· To be responsible for the setting up and clearing away at the end of the day.
· To be aware of and implement health and safety procedures, in relation to the equipment used, activities undertaken and the serving and consumption of food.

· To liaise with parents as appropriate.
· To undertake appropriate training as required.
· To work with and report to the Deputy Head (Pre-Prep)

The successful applicant will need:

Qualifications
· Either a primary teaching qualification or a SVQ Level 3/4 qualification in early years care and education (or equivalent)

· SSSC / GTCS registration (either registered or eligible for registration).

· First Aid Certificate (qualification or willingness to undertake).

· Food hygiene certificate (qualification or willingness to undertake).

Personal Requirements
· Experience with working with 3 to 8 year olds.
· Experience of leading and managing a team.

· Ability to work on own initiative, use judgment and common sense.

· Ability to provide and facilitate safe and creative play opportunities.

· Ability to meet children’s individual needs and respond to interests.

· Ability to communicate on all levels.

· Friendly and caring attitude

· Good organizational skills
· Flexibility and a willingness to work as part of the Cargilfield team
· To work collaboratively with class teachers and nursery practitioners 

About the School:

Cargilfield was founded in 1873 and is the oldest independent preparatory school in Scotland. The school is situated in extensive grounds in the Cramond area of Edinburgh The school is co-educational and takes children aged 3-13 and caters for both day and boarding pupils.
The after school club is open to all children from Nursery to Primary 3 and operates Monday to Friday during term time.  It is situated in the modern, purpose built Pre-prep building.
Please see the website for more details:  www.cargilfield.com
Application Format : CV and covering letter / email to bursar@cargilfield.com in the first instance.  A School application form will need to be completed by applicants invited for interview.
Closing Date : Thursday 28th June 2018, 17:00

Interviews to take place at the School during w/c 2nd July 2018
