
Job Specification: Out of School Club Coordinator (Grade E) 
 
 
 

Essential 
The successful applicant must have: 

 

Desirable 
It is desirable that the successful applicant has: 

Education and Qualifications: 

- Level 3 Teaching Assistant/NVQ Equivalent 
Qualification 
- Paediatric First Aid or willingness to complete 
this qualification 

- Evidence of relevant professional CPD 
- Relevant Safeguarding qualifications 
- Food Hygiene Qualification 

Knowledge and Understanding of:  

- Basic Health and Safety requirements  

- Safeguarding procedures  

- Positive behaviour management strategies 
- The benefits of play and learning 
 

- Knowledge of how a primary school works 
 

Experience of: 

- Working on own initiative 
- Working as part of a team 
- Experience of supervising children 
 

- Experience of working in a school  
 

Skills and Abilities to: 

- Able to demonstrate effective communication 
skills  
- The ability to maintain confidentiality 
- Able to take responsibility for their own 
professional development 
- Develop good appropriate relationships with 
children, staff and parents 
- Actively contribute to a happy safe and 
supportive child-initiated play environment 
- Able to work within a team 
- Competent with IT skills i.e. use of i-pads, 
interactive whiteboards and their software 
- Ability to manage workload and prioritise 
appropriately 

 

Personal Qualities 

- Competent, organised and reliable 
- Friendly, approachable and have excellent 
people skills 
- A flexible and positive attitude 
- Enthusiastic 
- Positive role model 
- Self-motivated 
- Reflective 

 

 
 


