

	Competency Based Job Profile Band 1 - 4



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Corporate Services
	SERVICE GROUP: Facilities Management

	POST TITLE: Lunch Time Supervisor
	REPORTS TO: Senior Lunchtime Supervisor

	GRADE: Band 3
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.
The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: Max 3 sentences

	As part of a team, assisting the Senior Lunch Time Supervisor in securing the safety and 

welfare of pupils during lunch time break. This will involve effective supervision of pupils in 

or about the premises and site of the school in accordance with procedures. The aims of the

post is:

· To get the most out of lunchtimes at school

· Promote positive behaviour
· Encourage healthier eating
· Ensure compliance with the school Safeguarding policy.
Efficiently and effectively supervise and control the pupil activity in the dining hall ensuring 

the lunchtime is a pleasurable experience developing the children’s social skills.
Supervision and control of pupils in the playground encouraging pupil interaction through playground games whilst ensuring pupil safety.



	Main Responsibilities of Post: Max 15 bullet points

	· Organising dinner queue and entrance of pupils into  dining hall and from dining hall to playground ensuring good behaviour and calm atmosphere
· Dealing with any bullying/fighting/unruly behaviour that may occur by intervention (no physical contact or shouting) or calling for assistance, reporting incidents to Head Teacher / Senior Lunch Time Supervisor according to severity of the incident
· Directing pupils to seats, deciding on seating arrangements, separating problems pupils where necessary.
· Encouraging pupils to eat (including those with packed lunches). Have an awareness of children with medical or religious dietary needs, and intervene where necessary

· Assisting pupils with cutting up food and pouring liquids etc where necessary and encourage social skills, good table manners ensuring safety with knives and forks

· Cleaning up spillages where food is spilt or dropped, ensuring pupils tidy and clear up in a satisfactory manner. Clean tables and reset as required to ensure all children sit at a clean table

· Supervision of the school entrance during lunch time to ensure children do not leave the playground without permission/authorisation. Check on any strangers who may enter school premises in accordance with school guidelines, be observant of any  safeguarding issues and report to Head Teacher/Senior Lunch Time Supervisor
· Direction of pupils to the playground and supervision of their activities and behaviour, ensuring their safety and wellbeing, providing emotional support where necessary

· Preventing bullying, being aware of changes in friendships, encouraging socialising, play etc. Encouraging participation in games

· Discourage any dangerous activities. Dealing with unacceptable and challenging behaviour under the direction and guidelines of the school. Report any bad behaviour, assaults, carrying of weapons/banned substances by the pupils to the Head teacher/Senior Lunch Time Supervisor

· Supervision of the pupils inside school premises when they are not allowed outside in inclement weather. Occupying pupils with various games and activities in areas designated by school
· Ensuring in accordance with instructions given that all the pupils return to the care of the teachers at the end of the lunch period. 

· Checking toilet areas regularly for signs of pupils smoking/vandalism, blockage of toilets/wash basins and ensure pupils are not loitering or playing in the toilet areas

· Ensuring that pupils who suffer accident or injury are dealt with appropriately in accordance with schools procedure

· Be aware of cultural difference between pupils, dealing with any incidents of racism or sexism in accordance with agreed procedures


	Structure :


[image: image1]


	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential 

	Ability to read and understand written instructions such as procedures and guidelines, Health & Safety information and Fire Safety information. (Must demonstrate the basic numeracy and literacy required to fulfil the role)
	x

	Able to work as part of a team, with a hard working, positive and helpful disposition.
	x

	Customer focussed, pleasant disposition when dealing with customers and colleagues, with a positive “can do” attitude.
	x

	Ability to interact and communicate with children and encourage play and positive social skills
	x

	Awareness of the importance of confidentiality and safeguarding
	x

	Please add up to four additional knowledge requirements specific to the post.
	

	
	

	
	

	
	

	Relevant experience requirement: Will be used for shortlisting.


	Experience in supervising or looking after children.

	

	

	Relevant professional qualifications requirement.  Will be used for shortlisting. 


	

	

	Core Employee competencies to be used at the interview stage. 



	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.


	Operates With Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	· DBS Enhanced Check required.

	· Full participation in ongoing Personnel Development as required by the service.

	· Flexible in work location, willing to work in any location within a two mile radius, 

sometimes at short notice.

	· No work related issues or pictures to be raised in social media

	· Prepared to complete the APSE Lunch Time Supervising training course 

(3 x 2hours modules) with 6 months of commencing work

	Compiled by:

Paul Charity
Date: September 2015
	Grade Assessment 
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	Post Grade:
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and/or


Hub Manager





N/A





Senior Lunch Time Supervisor





N/A





Lunch Time Supervisor








Lunch Time Supervisor








Lunch Time Supervisor











Version 2 | Dated 5th February 2015 | Created by IJ | Job Profile Employee Band 1 - 4


