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L IBERTY CONSORTIUM




JOB DESCRIPTION

Job Title:


Playtrail Programmes Assistant
Responsible to:

Playtrail Co-ordinator
Location:


The Playtrail

Hours of Work:

20 hrs per week





Hours are flexible and evening & weekend work is required

Salary:


£9,714 per annum (£9.34 per hr)
Length of contract:
1 year
Main Purpose of job:

To assist in the delivery of a range of activities (both on & off site) including our Forest School Programme, providing for the social, educational, leisure and recreational needs of children & their families by creating a safe, creative and adventurous environment for children's play & development.

Under direction, to undertake the following:

Customer
· To assist in the planning, preparation & delivery of a range of school / community sessions, with guidance & instruction from the Co-ordinator. Clients groups will include schools, community groups and families.

· To liaise with the Co-ordinator prior to sessions to ensure plans are appropriate and all needs and expectations are met.

· To ensure all sessions are well prepared .i.e. complete sessions & overview plans and risk assessments including site (with due regard for current GDPR legislation)
· To supervise and support clients with varying needs while delivering sessions.
· To observe confidently at all times.
· To create an engaging, fun and supportive environment, demonstrating flexibility in planning and running sessions in response to varying / changing needs of children.

Playtrail Team:
· To plan, programme and deliver a range of activities, with guidance / instruction from the Co-ordinator.
· Demonstrate a commitment to building skills & knowledge via CPD to inform best practice.
· Work co-operatively as a member of the Playtrail team, following instruction from the Co-ordinator.
· Assist in the supervision and support of volunteers / trainees. 

· Act in a supervisory capacity on occasion within the Playtrail team in the absence of the Co-ordinator.
· To be aware of and comply with all Liberty Consortium Policies & Procedures.
Site:
· Contribute to the development of an innovative environment at the Playtrail.
· Ensure the health, safety and welfare of children using the project.

· Ensure the protection of children in accordance with Liberty Consortium’s Safeguarding Procedures. 

· Be responsible for safety of children, staff and visitors whilst on the site.

· Ensure that the site is clean and secure, and that all equipment is maintained in a safe condition in relation to the Health and Safety requirements and to immediately report any defects or problems to the Co-ordinator.
· Work, with others to ‘manage’ the wider Playtrail site, ensuring indoor & outdoor space including paths, hedgerows, flower beds, trees etc are well maintained at all times.

· Ensure a register recording incidents and activities is completed and available for inspection.

General:
· Attend Playtrail staff meetings and other relevant meetings as required.
· Implement policy and practice as agreed by the Co-ordinator and Management Committee.

· Assist in keeping records of all project activity for the purpose of monitoring and evaluation.
· Contribute to activities for involving local schools / community in the project.
· The postholder will perform any other duties as reasonably required by 
the Co-ordinator and Management Committee.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Person Specification:
ESSENTIAL CRITERIA – all applicants MUST be able to demonstrate either at short-listing or at interview all essential criteria listed below. Applicants should therefore make it clear on their application form whether or not they meet these criteria. Failure to do so may result in you not being shortlisted. The stage in the process when the criteria will be measured is stated below.
The following are essential criteria which will be measured at short listing stage:

	Criteria
	Essential
	Desirable
	Evidenced By:

	Education/Training/

Qualifications 
	NVQ 2 or equivalent in a related discipline.
	Youth or Community work / Play Work qualification 
Forest School qualification / Outdoor Education / Bush Craft / Wood Work
	Application form



	Experience
	Qualification & minimum of 2 years paid experience within a relevant field
Or
Minimum of 5 years paid experience within a relevant field
	Experience of working with children and young people with a range of abilities

Experience of developing arts-based activities, community/environmental projects, residential activities, outdoor education and sporting activities

	Application form 



	Specialist Knowledge & Skills
	· Ability to work independently whilst following instruction
· Excellent organisational skills with a strong team working ethos and ability to work collaboratively with others. 
· Strong communication, presentation and interpersonal skills with a proven ability to disseminate information to a variety of audiences.
· Proven ability to plan & deliver environmental education based activities to a wide range of children.
· Knowledge of Child Protection and Safeguarding 

	Good working knowledge of IT, specifically Microsoft Word & Outlook 

An understanding  of the needs of young people with a range of abilities
	Application form 

	Behavioural characteristics


	Excellent interpersonal skills and 
the ability to work with different 
groups of staff, teachers, students 
and the general public.

A flexible and proactive work ethic 
and a positive attitude.

Strong client focus and ability to 
demonstrate the importance of 
service quality.

Ability to communicate to the needs 

of different audiences.
Punctual, organised (can organise 

own work load)


	
	

	Circumstances
	Hold a full current driving licence 

valid for use in the UK and Ireland

and have access to a car on 

appointment.

This criterion will be waived in the

case of a suitable applicant who 

has a disability which prohibits 

them from driving but who is able

to organise suitable alternative 

arrangements in order to meet the

requirements of the post in full.
Can facilitate a flexible work pattern

dependant on the changing needs of the 

Organisation and client groups.


	
	Valid diver licence, business insurance & MOT certificate as relevant.




