RAY FAMILY CENTRE ASSISTANT - JOB DESCRIPTION 
	JOB TITLE 
	FAMILY CENTRE ASSISTANT

	
	

	PLACE OF WORK
	Pengloyn, Tabernacle Street, Aberaeron SA46 0BN

	
	

	RESPONSIBLE TO
	Executive Officer

	
	

	SALARY
	£10.49 to be reviewed with new rate from 1st April 2024 

	
	

	HOURS OF WORK
	14 hours per week to be worked over 3 days.  On occasions the hours worked in a week may exceed 14 hours in which case a Time Off in Lieu (TOIL) system is in operation as detailed in RAY Staff  Handbook and at times additional pay may be available for example to attend agreed training.

	
	

	ANNUAL LEAVE
	28 days pro rata 

	
	

	CONTRACT LENGTH 
	To cover maternity leave  

	
	

	ALLOWANCES – MILEAGE 
	45 p per mile for pre-approved mileage 


	JOB DESCRIPTION 

	The role of the RAY FAMILY CENTRE ASSISTANT is to work alongside the RAY FAMILY CENTRE COORDINATOR to deliver a programme of activities in line with those offered in similar settings throughout the county with the aim of supporting the health and wellbeing of children and families in Aberaeron and surrounding communities.

	DUTIES AND RESPONSIBILITIES

	The person appointed will welcome children and families into the centre, help them settle and to feel comfortable and provide refreshments.  Duties include assisting with set up and clear away of activities, to attend training in order to support sessions that include physical and emotional wellbeing and support the healthy development of babies, toddlers, preschools and in school holidays their older siblings.  To assist with timetabling a programme of activities such as language and play, baby massage, sensory play,  and cookery all designed to offer support to children, parents and carers.  There is a need to develop positive relationships with other agencies such as Pathfinder and Flying Start. This role requires excellent inter-personal skills and an ability to offer non-judgemental support to all including those experiencing difficulties.  At times there will be a need to welcome volunteers and those on work experience.  Good documentation and excellent record keeping is also a requirement.

	RAY FAMILY CENTRE ASSISTANT – PRINCIPAL RESPONSIBILITIES


· To assist the Coordinator in RAY Family Centre activities 

· To set up and clear away the rooms and facilities 

· To maintain excellent health and safety practice 

· To keep accurate records and understand and maintain confidentiality 

· To understand and support activities that assist the healthy development of children and families 
· To assist with the delivery and at times lead on activities 

· To work in partnership with other external organisations 

· Ensure we provide healthy food based on sound nutritional guidelines     
· To communicate effectively the Executive Officer and the staff team 
· To maintaining accurate records 
· To support volunteers and those on work experience 

· To contribute to policy and procedure reviews

· To attend training and team meetings as required 
· To undertake other reasonable duties as required 
RAY FAMILY CENTRE ASSISTANT – PERSON SPECIFICATION 
	E = Essential D = Desirable 
	E
	D
	

	QUALIFICATIONS

	Level 3 qualification in in a field related to children and young people   
	
	
	

	Qualifications in areas that support healthy development of children & families 
	
	
	

	EXPERIENCE

	Experience of working with children and families    
	
	
	

	Experience of delivering an activity programme   
	
	
	

	Experience of working as part of a team 
	
	
	

	Experience in the voluntary sector  
	
	
	

	SKILLS & ABILITIES 

	IT skills including Word / Email / PowerPoint / Excel 
	
	
	

	Ability to maintain professional boundaries and confidentiality
	
	
	

	Ability to understand and implement safeguarding procedures 
	
	
	

	Ability to drive 
	
	
	

	Willingness to drive the RAY minibus (MIDAS training available)
	
	
	

	COMMUNICATION

	Ability to keep accurate records as required 
	
	
	

	Ability to communicate with children, parents and external organisations 
	
	
	

	Ability to share communicate effectively as part of a team 
	
	
	

	Ability to speak Welsh 
	
	
	

	MEETING DEADLINES / PRIORITISING

	Ability to manage time effectively
	
	
	

	Ability to provide required paperwork on time
	
	
	

	FLEXIBLE HOURS

	Ability to work evenings and weekends on occasions  
	
	
	

	CONDUCT 

	Able to act as a role model and to maintain the professional standards required in an organisation that supports children and young people  
	
	
	

	Able to maintain and clean and tidy appearance and wear RAY uniform 
	
	
	

	Non smoker 
	
	
	

	PHYSICAL REQUIREMENTS 

	Able to move, lift and carry a range of resources and equipment 
	
	
	


