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Job Description
Before and After School Care Employee

Responsible to:
Principal (Waveney Parker)

Summary

Our Before and After School Care (BSC & ASC) programme will provide a nurturing and
positive atmosphere for children to enjoy after school. It will be an extension of our School,
following our School Vision of; Nurturing and Growing, Confident Can Do, Honour Be Your
Guide and Together as One. Our emphasis is on a family friendly, caring happy environment,
with respectful interactions. Before and After School Care workers are responsible for
maintaining a safe and happy, physical and emotional environment for all students and are
expected to model appropriate behaviours in line with our Vision.

Essential Duties and Responsibilities:
Of BSC & ASC Staff as part of our team - Together as One
Duties and responsibilities include the following:
e Check, file and be aware of Enrolment Forms and the needs of children.
Handle sign in and sign out of children.
Follow up absences.
Maintain the daily register.
Take messages and manage bookings from parents.
Forward weekly attendance to the Finance Administrator, to enable invoicing to be
completed.
Administer first aid when needed. Following school procedures for medical alert
children.
Ensure adequate first aid supplies are on hand and re-order when necessary.
Plan and implement activities for children, both indoors and out.
Support and guide homework sessions and learning.
Read books, play games and interact with children.
Supervise swimming sessions.
Maintain and order resources as required.
Ensure all purchases are kept within budgets set and advised by the BOT.
Purchase food for afternoon teas for children.
Hygienically prepare healthy food for children.



e Develop a respectful relationship with children and parents. Friendly and
approachable.

e Communicate with children to clarify behaviour and to explain consequences.

e Be arole model and significant adult for children under supervision.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill,
and/or ability required.

First Aid
e Current (will be paid for by our School).

Language / Academic Skills
e Level 2 /6" Form High School abilities in Literacy & Numeracy is recommended.
e Ability to read and comprehend the enrolment procedure and attendance registers.
e Ability to effectively present information to children and parents.
e Ability to help students with their homework.

Reasoning Ability
Ability to apply common sense understanding to carry out instructions furnished in written,
oral, or diagram form.

Other Skills and Abilities
e A love of Children.

Good interpersonal skills. A strong, cooperative team player is essential.

Enthusiastic, Flexible and Positive person.

A sense of Humour is very helpful.

Ability to listen to children in a friendly, supportive and accepting manner.

Ability to supervise large groups of children effectively and with suitable control.

Ability to recognise potential threats to the safety and well-being of children, and

keep them safe.

e Ability to interact positively with staff, children and others in an open, friendly and
efficient manner.

e Willingness to implement Tamahere Model Country School’s vision, procedures and
policies.

Physical Demands

While performing the duties of this job, the employee is regularly required to stand, walk,
use hands, stoop, kneel, crouch. These activities will be performed regularly e.g. while
implementing physical activities such as sports games with the children.

Work Environment

The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. While performing
the duties of this job, the employee will at times be exposed to outside weather conditions.
The employee will also be in a classroom environment for part of their work day.
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Linking with our School Ethos

Caring and dedicated professional
A love for children
Easily fits within our Schools - Nurturing Vision
Good interpersonal skills
Level 2 / 6™ Form, High School ability with Literacy and Numeracy is desirable
A friendly and approachable manner when dealing with staff, parents and children —
Kia Manaaki -Honour Be your Guide — Respect for others, self, property and the
environment.
Enthusiastic and flexible — positive — Kia maia - Can Do Attitude

Sense of humour

A team player who works cooperatively with others — Kia kotahi - Together as One

Previous experience relating to working and caring for children

*A First Aid Certificate is desirable — but training will be available.
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Proposed Timeline

Before & After School Care Team Member Position - Fixed Term / Part Time

Date Process
Monday 19th July 2021 Advertising:
e Trade Me

3.00pm Tuesday 27th July 2021

Closing date for applicants

From application and throughout process

Referee Checks and Short Listing

From Thursday 28th July 2021.

Interviews

From Friday 30th July 2021 onwards.

Offer made to successful applicant for the
position.

Appointment subject to independent
police check and validity of information
provided.

If the successful applicant declines, the
next successful applicant will be offered
the position.

Thank you for your interest in our position.

We look forward to receiving your application.

37 Devine Road RD 3, Hamilton 3283
e reception@tamahere.school.nz

t 07-8569238 f (07-856 8380
w www.tamahere.school.nz




