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JOB DESCRIPTION  - BREAKFAST CLUB CO-ORDINATOR

POST TITLE:  School Breakfast Club Co-ordinator

POST NO:
DEPARTMENT:    
GRADE/SPINAL COLUMN POINT: 
REPORTS TO:  

1.
PURPOSE OF JOB:

To be responsible to the Headteacher for the operation and development of the breakfast club to ensure its’ continued smooth and effective running.

2.
MAIN RESPONSIBILITIES: 

Initial planning

· Distribute and collect surveys, questionnaires or evaluation papers as required.

· Assist with the promotion and publicising the club.

· Be aware of the timetable of activities and identify the expected tasks required.
Running the club

· Assist with the setting up of the venue each week.

· Assist with the preparation and serving of breakfast as appropriate.

· Help to create a welcoming and supportive environment for the members of the club.

· Be responsible for the management of the behaviour of members of the club.

· Assist with the tidying of the venue after use and ensure the secure storage of resources and equipment used.
Administrative duties 

· Assist with taking the register.

· Help create related promotional displays for the club in the school.

Standards and quality assurance 

· Support the aims and ethos of the school.

· Set a good example in terms of punctuality, behaviour and attendance. 

· Be responsible for the purchasing and management of stock, handling cash income and regular audits of resources.

· Be responsible for ensuring the maintenance, cleanliness and safety of specialist equipment.

· Demonstrate and assist in the safe and effective use of specialist equipment/materials.

Other duties and responsibilities 

· Be aware of and comply with policies and procedures relating to child protection, food hygiene, health, safety and security, administration and confidentiality, reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure all pupils have equal   access to opportunities to learn and develop.

· Contribute to the overall ethos/work/aims of the school.

· Establish constructive relationships and communicate with other agencies/professionals.

· Participate in training, other learning activities and performance development as required.

3.
SUPERVISION / MANAGEMENT OF PEOPLE

The postholder will have no direct supervisory responsibilities but will be required to provide induction training and advice to other staff and volunteers.

4.
CREATIVITY AND INNOVATION

· Assist in the identification of appropriate food/drinks in order to maximise the popularity of services with customers.

· Contribute to the promotion of the club to maximise usage and continued success.

· The postholder has responsibilities for the management of member's behaviour within the club but will work within strict guidelines and procedures. All unacceptable behaviour must be reported immediately to a senior member of staff to take action.

· The postholder is required to consult and liaise with the Headteacher in all non-routine matters in connection with the club. 

5.
CONTACTS AND RELATIONSHIPS

Internal contacts: -Teachers, support staff, parents and pupils as customers of the service.
6.
DECISIONS

Discretion - The postholder works within clearly defined rules and 

 
 
procedures.
Consequences  -  The postholder’s decisions will have a limited and 
 


short-term effect.

7.
RESOURCES

The postholder will have no responsibility for any resources other than small sums of cash.

8.
WORK ENVIRONMENT

Work Demands  - Work tasks are interchanged but the set programme is not normally interrupted. 

Physical demands  - The post requires normal physical effort. However, there may be occasions when awkward postures and / or some lifting and handling are required.

Working Conditions  - The postholder works in a clean and heated indoor environment. The duties include the preparation of breakfast, which may include the use of a toaster, kettle and microwave.

Work Context  - The work involves regular contact with staff and pupils, and there may be some occasions of conflict in the conduct of pupils.   It is anticipated however that this would be minimal, and that the postholder would seek assistance. 

9.
KNOWLEDGE AND SKILLS

Knowledge

· The postholder will have basic knowledge of Food Hygiene, Health and Safety including COSHH, First Aid, Lifting and Handling and Fire Prevention for which appropriate training will be provided.

· Use of equipment/resources.

· Full working knowledge of relevant polices/codes 

    of practice/legislation.

Skills 

· Ability to relate well to children and adults.
Experience 

· Previous experience of managing pupil behaviour in a workplace setting.

10.
GENERAL

a) Other Duties – The duties and responsibilities in this job description are not restrictive and the postholder may be required from time to time. Any such duties should not however substantially change the general character of the post.

b) Equal Opportunities – The postholder must carryout his/her duties with full regard to the Council’s Equal Opportunities policy.

c) Health and Safety – The postholder must carry out his/her duties with full regard to the Departments Health and Safety Procedures. 
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