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JERSEY COLLEGE FOUNDATION

JOB DESCRIPTION

Job Title:  Creative Minds and Little Leopards Manager


Responsible to:  CEO, JCG Foundation (the “Foundation”)

Remuneration: Negotiable depending on experience

Hours: 10 – 5.45pm daily, term time and 8.00 – 5.00pm school holidays

Leave:  22 days per year 

PURPOSE OF THE JOB:

To plan, organise and deliver the Creative Minds Holiday Programme (“Creative Minds”) based on strong educational principles and to manage the day-to-day organisation and operation of Creative Minds and the Little Leopards After School Club (“Little Leopards”). The role is responsible for ensuring outstanding levels of care and providing highly creative, educational play opportunities for children aged 4–11 in a safe, inclusive and stimulating environment.  

The postholder must be prepared to undertake any other task as may be reasonably requested by the Foundation CEO.

Main Duties and Responsibilities:

1. Programme Leadership: Creative Minds & Little Leopards

· Prepare and deliver exceptional educational learning-through-play opportunities, promoting curiosity, problem-solving and creativity in a supportive environment.
· Ensure child-centred planning by consulting with children, shaping activities based on their interests, and promoting collaboration, confidence and self-expression.
· Maintain full compliance with PlayCare principles, relevant childcare legislation and all safeguarding requirements, ensuring the highest standards of safety and quality.

2. Administrative Responsibilities

· Collate booking data for after school and holiday provision.
· Set up and manage parent accounts.
· Manage the JC Shop, including product input and order fulfilment.
· Maintain resource budgets, including purchasing and organising cleaning of equipment.
· Work within the policies and procedures of the club, Foundation and school.
· Update policies and procedures in line with CEYS requirements.
· Lead the process with CEYS to successfully complete requirements in relation to annual registration.
· Lead on CEYS review processes as required
· Work collaboratively with the Office Manager and CEO, taking on additional duties as required.
· Support effective recording and handling of complaints and investigations, ensuring absolute confidentiality at all times.

3. Creative Minds Specific Responsibilities

· Build a dynamic annual portfolio of 11 themed programmes for Creative Minds incorporating cutting-edge educational concepts, hands-on experiences and specialist teacher-led sessions.
· Utilise a wide range of College facilities to deliver innovative and high-quality holiday provision.
· Design and deliver Creative Minds holiday programmes that inspire creativity, foster learning, and offer engaging play experiences.
· Liaise with the College Registrar to ensure alignment with Jersey Premium funding priorities and the College student recruitment strategy.
· Plan, organise and deliver evening workshops, creating themed evening events that combine social engagement with creative and educational enrichment.

4. Staff Responsibilities

· Provide leadership, supervision, support and appraisal for all staff.
· Build strong working relationships with the JCP leadership team to ensure a collaborative approach to Little Leopards provision.
· Oversee daily quality assurance of all programmes.
· Foster positive communication with children, staff, parents and the school.
· Provide an inclusive, welcoming environment reflecting children’s ages, abilities and interests.
· Model professionalism and positive behaviour at all times.
· Ensure children’s individual needs are recognised and that they are supported in maintaining boundaries for behaviour.
· Assist with provision of food and drink in line with healthy eating guidance and food safety legislation.
· Prepare staff rotas and manage timesheets.
· Hold regular staff meetings and maintain a culture of reflection and continuous improvement.

5. Safeguarding Responsibilities

· Act as the Designated Safeguarding Lead for after school and holiday provision and for other Foundation programmes as required.
· Liaise with the school’s Designated Safeguarding staff and relevant external agencies.
· Ensure compliance with all safeguarding and child protection procedures and raise concerns following established protocols.
· Maintain a healthy, safe and secure working environment.
· Oversee safe collection of children from classrooms and safe handover to parents/carers.
· Maintain accurate and secure records for all children.

6. Training Responsibilities

· Coordinate and manage training for all staff to ensure compliance, quality and continuous skill development.

7. Medical Responsibilities

· Maintain accurate records of all accidents, first aid incidents and medical needs.
· Administer first aid when required.
· Prepare termly records for medical, dietary, allergy and any additional needs.






Person Specification

An ideal candidate for this post will have:

· Strong organisational and administrative skills.
· A passion for education and enrichment through creative play.
· Strong leadership skills with a proactive, solutions-focused mindset.
· Ability to work collaboratively, maintain confidentiality, and model best practice.
· Excellent presentation skills for engaging children, parents, colleagues and external audiences.
· Strong interpersonal skills, demonstrating tact, sensitivity and diplomacy.
· Commitment to supporting children’s learning and creativity.
· Ability to motivate and inspire team members.
· Capacity to work under pressure, prioritise and meet deadlines.
· Strong alignment with the aims and ethos of the College.
· Entrepreneurial flair with the ability to maximise revenue opportunities.
Desirable Qualifications (Full training will be provided for the right applicant)

· Management training at level 4 and a qualification at level 3 in the activity offered i.e. playwork or early years
· Sports qualifications must conform to the guidance laid down by the National Governing Organisation (NGO)
· Additional HE qualifications in related areas would be recognised i.e. PGCE, etc.
· Designated Lead training via SPB
· 6 hrs CEYS Safeguarding training course or agreed equivalent 
· Safeguarding annual CPD update
· Food Hygiene Level 2 if handling food (updated every 3 years)
· Paediatric First Aid (updated every 3 years) 
· Fire Awareness (updated every 3 years, or when building changes)
· JCF Working Role C
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