
	POST TITLE:
 
	Holiday Scheme Manager

	
	

	DEPARTMENT: 

	Registrar’s Office

	
	

	SUB-DEPARTMENT:

	CHILDREN’S SERVICES (HOLIDAY SCHEME)

	
	

	POST RESPONSIBLE TO:

	Holiday Scheme Coordinator

	
	

	SALARY:
	[bookmark: _GoBack]£13 PER HOUR (INCLUDES HOLIDAY PAY)

PLEASE NOTE: A GOOD AVAILABILITY DURING SCHEMES IS ESSENTIAL.



	
	

	
	

	
	

	
	

	
	


JOB PURPOSE:


· To manage the day to day operations of the Holiday Scheme;
· To lead the Holiday Scheme staff team to deliver a fun, educational and stimulating range of activities;
· To work in partnership with the professional coaches and trainers to deliver the programme of events;
· To have knowledge of, be respectful of, and implement all equal opportunities procedures that are concerned with the diversity and abilities of the children attending;
· To ensure the safety and wellbeing of the children attending the Holiday Scheme;

Responsible for:
Working in partnership with the Holiday Scheme Education and Welfare Officer

1. Working in Partnership with the Holiday Scheme coordinator, the recruitment of Holiday Scheme Staff;
2. Leading holiday scheme leaders induction sessions;
3. Ensuring that information held on individual children is current and, where appropriate, passing on important information for specific children to Holiday school leaders, coaches and other professionals;
4. Day to day management of Holiday Scheme, including the deployment of staff to meet required staffing levels at all times;
5. Evaluation of Holiday Scheme with staff, young people and Head of Children’s Services;
6. Ensuring that all venues are fit for purpose and liaising with the scheme coordinator to secure alternative venues if necessary;
7. Working with Holiday Scheme Education and Welfare Officer to ensure all risk assessments are in place and conducting risk assessments where none exist 
8. Provide feedback to parents;
9. Reporting any concerns about specific children or other members of staff to the scheme coordinator and/or Head of Children’s Services, including any safe guarding issues; 
10. Liaising with parents where concerns or complaints are raised;
11. Work in equal partnership with the Holiday Scheme Education and Welfare Officer to ensure the smooth running of the Holiday Scheme, the professional delivery of the Holiday Scheme aims and the safety and wellbeing of the children attending;
12. Any other activity reasonably requested by the Head of Children’s services.






[image: warwick]
PERSON SPECIFICATION


POST TITLE:	Holiday Scheme Manager	

DEPARTMENT: Children’s Services (Holiday Scheme)	

The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 

	REQUIREMENTS
The postholder must be able 
to demonstrate:
	ESSENTIAL (E) or
DESIRABLE (D)
REQUIREMENTS
	MEASURED BY:
a) Application Form
b) Test/Exercise
c) Interview
d) Presentation

	Post Graduate Student. Qualified teaching Assistant or youth worker
	E
	a, c

	Previous experience of leading and managing a staff team
	E
	a, c

	Previous experience of working with children ages 5 – 11 years 
	E
	a, c

	Ability to be empathic to the needs of children age 5 – 11 years 
	E
	a, c

	Ability to communicate and interact with children aged 5 – 11 years 
	E
	a, c

	Ability to work as part of a team or independently 
	E
	a, c

	Ability to use initiative and solve problems creatively 
	E
	a, c

	Ability to be self-motivated and to motivate others
	E
	a, c

	Practical Knowledge of Safe Guarding and Safe Guarding procedures 
	E
	a, c

	Able to achieve a DBS clearance 
	E
	a, c

	Good time management and organisational skills
	E
	a, c

	Previous experience of recruiting staff
	D
	a, c

	Previous experience of adventure holidays/outward bound activities involving young people
	D
	a, c

	Interest and skills in any of the activities provided
	D
	a, c




If you are interested in applying for the above vacancy please send your CV and covering letter to holidayscheme@warwick.ac.uk clearly stating which position you are applying for.
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