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Job Description: Deputy Club Manager
Main Purpose of the Role
To support the Club Manager in creating a safe, engaging and inspiring environment where children can thrive through play.
The Deputy Club Manager helps lead the team, supports high standards of safeguarding and care, develops exciting opportunities for children and contributes to the ongoing development of the setting.
This role is ideal for experienced childcare practitioners who are ready to take the next step in their career.
Reporting Relationships
You will:
· Report to the Club Manager.
· Support and guide other members of the staff team.
· Build positive relationships with children and families.
· Liaise with school staff, external professionals and the St Claire's office team where appropriate.
Key Responsibilities
Leadership & Team Support
· Support the Manager in the day-to-day running of the club.
· Lead sessions in the Manager's absence.
· Support, encourage and mentor colleagues.
· Contribute to maintaining a positive, professional and supportive team culture.
· Attend and contribute to staff meetings, training and development activities.
Safeguarding & Welfare
· Promote the safety, wellbeing and happiness of all children.
· Act as a Deputy Safeguarding Lead and follow company safeguarding procedures.
· Ensure children are supervised appropriately at all times.
· Support positive behaviour management in line with company policies.
· Respond appropriately to concerns and share information in accordance with safeguarding procedures.



Children's Play & Development
· Plan and deliver engaging activities that reflect children's interests.
· Encourage children to contribute ideas and shape the programme.
· Promote inclusion, participation and positive relationships.
· Support children's independence, confidence and social development.
· Ensure all children have opportunities to learn, play and have fun.
Compliance & Quality
· Support the Manager in maintaining compliance with:
· EYFS requirements
· Ofsted requirements
· Health & Safety legislation
· GDPR requirements
· Company policies and procedures
· Maintain accurate records and paperwork where required.
· Support continuous improvement within the setting.
Partnerships
· Build positive relationships with parents and carers.
· Communicate professionally with schools and external agencies.
· Promote St Claire's positively within the local community.
Career Development Opportunities
At St Claire's we recognise that every childcare professional has different strengths and interests.
Deputy Managers may have opportunities to develop specialist responsibilities including:
· SEND Support
· Holiday Club Development
· Safeguarding
· Staff Mentoring
· Office Administration
· Leadership & Management
Approved training is fully funded by St Claire's and attendance is paid.
We particularly welcome applications from practitioners who are ready to take the next step in their childcare career.

Hours
Term Time
Winton Primary
· 7.45am – 9.00am
· 2.45pm – 6.00pm
St Peter's Primary
· 2.30pm – 6.00pm
Holiday Club
Variable hours between 8.00am and 6.00pm by mutual agreement.
St Claire's closes for the entire Christmas holiday period.
Non-Contact Time
Paid non-contact time is included for:
· Staff meetings
· Training sessions
· Planning and preparation
· Administrative duties
Salary
£13.25+ per hour depending on qualifications, experience and responsibilities undertaken.
Benefits
· Free childcare during working hours
· Fully funded training chosen by you
· Paid attendance at meetings and training
· Monthly Training Bonus
· Performance-related Christmas Bonus
· Employee Assistance Programme with 24-hour counselling and support
· Long Service Holiday Scheme
· Additional sickness allowance for parents of children aged 13 and under
· Christmas shutdown
· Opportunities for progression into management and specialist roles
Person Specification
Essential
· Suitable to work with children and able to satisfy safer recruitment requirements.
· Level 3 childcare qualification OR significant experience working with children.
· Experience working in childcare, education, playwork or a related field.
· Ability to lead activities confidently.
· Good understanding of safeguarding responsibilities.
· Strong communication and teamwork skills.
· Positive, professional and reliable approach.
· Ability to organise and prioritise tasks.
· Willingness to learn and participate in training.
Desirable
· Experience supervising staff, volunteers or students.
· SEND knowledge or experience.
· Experience within wraparound care, holiday clubs or playwork settings.
· Interest in sports, arts, crafts, STEM, outdoor learning or other enrichment activities.
· Aspiration to progress into management or specialist childcare roles.
Expectations of All Staff
All St Claire's staff are expected to:
· Safeguard children.
· Promote children's wellbeing.
· Treat all children, families and colleagues with dignity and respect.
· Act as positive role models.
· Encourage children's independence and confidence.
· Promote positive behaviour and respectful relationships.
· Work collaboratively as part of a team.
· Follow company policies and procedures.
· Maintain confidentiality.
· Represent St Claire's professionally at all times.
· Help create an environment where children feel safe, valued and able to have fun.
At St Claire's, we believe children learn best through play, positive relationships and memorable experiences. Every member of our team contributes to making that happen.
St Claire's operates as a not-for-profit organisation. We believe every pound should be invested in our children, clubs and team, which is why any surplus is reinvested into resources, training, facilities and staff development rather than distributed to shareholders.
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