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 Job Description

Project Manager

Summer Schemes



Reporting To: 
Early Years Manager 

Salary:

£16,000 - £18,000 Per Annum




Grade 2

Hours:

Full Time (40 hrs p/week)

Annual Leave:
28 days pro-rata (including bank holidays) 

Contract Term:
4 months:  ASAP 2009 – End of August 2009


This year Mapalim are running a number of projects for children and young people. The main project is our Summer Chill Out Academy. The Project Manager will spend the majority of their time working on this, and some time co-ordinating the other summer projects. The project manager will be based at the Mapalim office (Chalk Farm) until the summer holidays and will then be based in the East Finchley Summer Chill Out Academy site. The projects are as follows:

· Bexley Summer University: 2 workshops running through the summer, in LB Bexley in Drama and Art. 

· Summer Media-Mix: 4 media based workshops happening in Camden for Young people

Summer Chill Out Academy – Kids-Academy for 5-11 year olds. Running for five weeks in East Finchley. Themed weeks with 20 staff per day.

· Key Functions of the Job Role


1. To co-ordinate the delivery of summer scheme projects
2. To manage the publicity for summer schemes
3. To support with bookings and enquiries for summer schemes
4. To manage the resourcing of the summer schemes
5.  To plan play opportunities, day structures and activities

6. To undertake on-going summer scheme administrative tasks

Roles and Responsibilities


To co-ordinate the summer projects and staff
1. Support the HR co-ordinator to recruit and interview staff and workshop leaders
2. Shortlist and interview potential staff according to organisational procedures

3. Co-ordinate and deliver the induction training for workers
4. Reproduce the materials and resources required for training

5. Co-ordinate and produce a ‘staffing plan’ for the summer projects
6. Keep project plans updated and all stakeholders informed of progress
7. Brief the managers / Lead workshop leaders
8. Ensure staff know when and where they are working

9. Update summer staff handbooks and ensure all staff receive them

10. Ensure all staff have ID badges and CRB clearance 

11. Brief staff as to specific details, for example the content of SLAs with venues

12. Provide line management for temporary summer project staff
13. Deal with ongoing queries, enquires and crisis with summer staff
14. Support staff in gaining their NVQs

15. Carry out NVQ assessments for allocated staff members
To Manage Publicity for the Summer playschemes

16. Organise a number of publicity events and activities to promote the summer playschemes

17. Undertake key publicity tasks, such as school assemblies 

18. Ensuring mailings and publicity materials are produced and implemented
19. Resolve with any problems relating to publicity or promotions in a timely manner 

20. Make links with referral organisations such as social services 

21. Publicise the playschemes to referral agencies and facilitate bookings

To support with bookings and enquires for summer playscheme

22. PRIVATE
 Support the review of the database, working the IT team to resolve issues

23. Answer front line enquires about summer schemes
24. Send out booking forms or take telephone bookings as required

25. Process payments using EPDQ system

26. Support with dealing with parent/carer complaints or complex enquires

To manage the resourcing for summer playscheme 

27. To organise and ensure the on-going organisation of the storage shed

28. To order new materials, equipment and other relevant stock as required for summer projects
29. To organise ‘scrap project’ visits prior to summer projects beginning
30. To organise the ‘get in’ and transfer of all resources from the central storage to required location
To Plan play opportunities, day structures and activities

31. To create and reproduce planning templates for each site

32. Facilitate the creation of the programme of activities plans for each week
33. To create a booklet containing the plans and other supporting information required

34. To distribute the booklet and brief the summer staff on how to implement the plans

35. To carry out preparation required for the implementation of the plans

To undertake on-going and playscheme administrative staff

36. Organise and facilitate a weekly progress/update meeting for key people involved in playscheme

37. Confirm SLAs with each venue and agree get in / out details

38. Produce copies of handbooks and parental information

39. Assemble ‘administration’ boxes and appropriate files for each playscheme site, containing relevant information

40. Co-ordinate distribution and collation of petty cash, cheques and on-site booking information

41. Prepare weekly e-briefing for all summer staff with key information

42. Carry out other tasks, as reasonably requested to do by a manager

43. Process invoices and timesheets for staff in a timely manner

44. Resolve queries relating to staff payments in a timely manner

45. Collate weekly evaluations and timesheets from each site on a weekly basis

46. Any other tasks relating to the role of work of Mapalim as reasonable required

47. Complete monitoring and reporting for projects
Person Specification


Qualifications

	1
	A recognised qualification 

An NVQ level 2 or 3 in Playwork, Youth work or related area
	Desirable

	2
	A University Degree

In any subject.
	Desirable


Experience

	1
	Experience in an administrational role

This could be in any context 
	Essential

	2
	1 years supervisory/co-ordination experience
In a busy environment such as an office or play environment, responsible for supervisory responsibility of others
	Essential

	3
	2 years Experience of working in a play / youth / children’s service sector role

This could be seasonal, part time of full time. 
	Essential

	4
	Management Experience

Project management and management of staff, including undertaking supervisions and appraisals
	Desirable

	5
	NVQ Assessments

Experience of undertaking or working with NVQ assessments
	Desirable


Knowledge

	1
	Basic understanding of child development

To have an understanding of a range of issues impacting on the development of children, and how to support these


	Essential

	2
	Mircosoft Word
Advanced knowledge
	Essential

	4
	Mircosoft Excel
Intermediate knowledge; including knowledge of formulas, charts, tables and graphs
	Essential

	5
	Mircosoft Powerpoint

Intermediate knowledge; including how to produce a presentation using the Mapalim template
	Essential

	6
	Mircosoft Outlook / Entourage
Good knowledge
	Essential

	7
	Playwork Principles

Good knowledge of these and how they apply to play provision (www.playwork.org)
	Essential

	8
	OfSTED Standards

Working knowledge of the National Day Care Standards, and how they apply to a closed access summer playscheme
	Desirable

	9
	Inclusion and Equality

Working knowledge of the principles of inclusion and equality and how they relate to a playscheme
	Essential

	10
	Databases

Ideally Filemaker Pro or Access
	Desirable


Skills and Competencies

	1
	Ability to act assertively, and behave fairly and ethically
Show resilience and determination to succeed in the face of pressure and difficulties assertively. Ability to identify concerns and resolve complex dilemmas in a fair, open and reasoned manner. 
	Essential

	2
	Communicating Effective
Ability to share information, ideas and arguments with a variety of audiences, in a variety of media. Effective ICT skills
	Essential

	3
	Ability to work with others, to contribute to the development of teams
Ability to communicate clearly using a variety of techniques. Ability to encourage team effort, support cohesion and champion motivation. 
	Essential

	4
	Ability to focus on results and outcomes
Demonstrate a proactive approach and take responsibility for getting things done.
	Essential

	5
	Managing self
Skills in managing themselves show adaptability to the changing world, taking advantage of new ways of doing things.
	Essential

	6
	Actively searching for information
Information search skills gather many different kinds of information by a variety of means. 
	Essential

	7
	Thinking and taking decisions
Ability and skills to think and make decisions, analyse and make deductions from information in order to form judgements and take decisions. 
	Essential

	8
	Negotiation

negotiate effectively with a range of different individuals and types of organisations


	Essential

	9
	Deadlines
Ability to meet deadlines effectively
	Essential


Application Process

Project Manager; Summer Playschemes 2009

Applicants

Anyone who meets the person specification may apply. Information about the role will be circulated to our full staff list, jobs list, ebriefing list and playworker list, it will also be advertised on three external job websites.

Application Form

Please download the Mapalim Application Form; you can obtain a copy of this from www.mapalim.com if you do not already have a copy of it with this pack.

Deadline and Submission

Your application should be submitted by email to jobs@mapalim.com with “COMPLETED APPLICATION: Summer Project Manager” in the subject line. We are keen to recruit as soon as possible, and will interview on an on-going basis until someone is in post.
Short-listing Process

Mapalim will review your application form to ensure that your application has met the requirements outlined in the person specification. We will then shortlist a maximum of 5 candidates by selecting those who have the most relevant experience and skills.

You will be contacted by email within 1 working day to let you know if you have been short-listed or not.

Interview 

Those candidates who have been short-listed will be invited into Mapalim for an interview as soon after the short-listing has taken place, as possible.

The HR co-ordinator and Positive Activities Manager or Early Years Manager will facilitate the interview. 

Application Form

The decision to invite you to attend for assessment or interview will be based on the information you provide on this form.  Therefore, please ensure that you fully complete all sections of this form.  C.V.’s may accompany this application if you wish, providing every part of this form is completed.

VACANCY TITLE: Project Manager – Summer Playscheme 

Title:_________  


Full Name:________________________________________ 

Address:


Telephone Number:____________________  
Mobile Number:____________________

Email Address:___________________________________


Where did you hear about the post? ____________________________________________
Please note that some of the information you provide on this form, such as name & address, will be entered into the Mapalim recruitment database.  If Mapalim subsequently employs you, the information supplied on this form will be maintained in hard copy and electronic format central services and may be used to inform anonymous statistics.  The information will be maintained in line with the Mapalim Data Protection Policy and in adherence to the Data Protection Act (1998).

Education, Qualifications and Training

Starting with the most recent, please give details of your education, qualifications and training relevant to the application.

	Dates
	School / College / University.  Name & Address.

Please state whether you studied full or part time.
	Qualifications/Training

(Grades / Status)



	From

DD/MM/YY
	To

DD/MM/YY
	
	

	
	
	
	


Employment History

Starting with your present or most recent job, please give a summary of all employment, including any freelance and relevant unpaid work.

	Dates of Employment
	Name & Address of Employer & Nature of Business

	Contract Status 

(e.g. permanent, fixed term, part time.)
	Position Held & Brief details of Responsibilities  

(Please include  Reason for Leaving.)
	Remuneration & Rate

(i.e. hourly,  weekly, annually)

	From

DD/MM/YY
	To

DD/MM/YY
	
	
	
	

	
	
	
	
	
	


Skills, Abilities and Experience

Use this section to outline skills & experience you have gained, either in paid work, unpaid / voluntary work, work at home, through your studies, through your leisure activities, which you think are RELEVANT to the job for which you are applying and which you believe makes you suitable for the post.  Please indicate the extent to which you believe your skills, abilities and experience meet the job requirements (as outlined in person specification and job description). 

Questions

Please complete each question below, taking as much space as you need, although keeping your answers focused and bulleted where possible.

About you:

1.
Please list 5 personal strengths and weakness.

2.
What is the biggest challenge that you have had to undertake in a job that you have had?

3.
Give an example of where you have provided outstanding management support for your staff

4.
Give an example of an occasion where you have taken an innovative or creative approach to a situation

5.
(if relevant) Why are you leaving / considering leaving your current position?

6.
When would you be ready to begin the role? Please provide the earliest date available.

7.
Why do you think this job is right for you?

References

Please provide details of two referees who would be willing to provide a reference in respect of your abilities and experience to undertake the role for which you are applying.  One of the referees should be from your present or most recent employer.  

May we contact your referees prior to interview?


Yes     o
Noo
Referee No 1
Referee No 2

Title: _______


Forename(s): ______________________
Surname: _____________________


Organisation: ________________________________________________________

Address

Telephone Number:______________________ 
Mobile Number:____________________

Email Address:___________________________________


Length of Time Known: ____________________________


Nature of Relationship: ____________________________


Restrictions to work in the UK

Do you have any restrictions on your right to work or remain in the UK?

Yes     o
Noo
If yes, please give details:

Do you require a work permit to work in the UK?

Yes     o
Noo
If yes, please give details:

Rehabilitation of Offenders

In accordance with the Rehabilitation for Offenders Act 1974, have you ever had a criminal conviction?  Including spent convictions. 

Yes     o
Noo
If yes, please provide full details.

Special Requirements

If you are invited to attend for assessment or interview, do you have any special requirements that we should be aware of?

Yes     o
Noo
If yes, please provide details:

Declaration

I declare that the information provided by me on this application form is correct and understand that false information will declare this application invalid.  

I understand that any offer of employment with Mapalim is subject to satisfactory references.

I understand that information on this application form will be stored manually and / or electronically within the Mapalim Central Services Department.  

Full Name  ……………………………………………….

Signed: ……………………………………..

Date: …………………………….

If you are submitting by email, please confirm in your email your acceptance of this declaration. There is no need to print and send in a hard copy if submit by email.

Please return this form to:

Human Resources Manager, Mapalim, 

181-189 Queen’s Crescent, 

London, NW5 4DS

Or

jobs@mapalim.com

Monitoring Form

Mapalim is committed to Equal Opportunities, irrespective of age, background, colour, disability, domestic / family circumstance, gender, sex, nationality, political belief, race, religious belief or sexual orientation.

Although there is no obligation for you to provide the information requested below, any information you do provide will assist us in actively promoting equality and diversity within the company and provide helpful information to avoid discrimination on these grounds.  

The information you provide will be treated in confidence.  Your personal details will only be used for internal statistical purposes and for reporting to external organisations such as funding bodies.  You will not be contacted as a result of any information supplied on this form.  

The form complies with the requirements of the Data Protection Act 1998.  Information is also being collected for monitoring purposes as recommended in the Sex Discrimination Act 1975, the Disability Discrimination Act 1995, the Race Relations Act 1976 and as amended in 2000, and in line with the implementation of the Employment Equality (Religion or Belief) Regulations 2003 and (Sexual Orientation) Regulations 2003.  

Date of Birth: ………………………………………………….

Nationality: ……………………………………………………

Sex: (please tick one box)
o Male

o Female



Ethnic Monitoring

The ethnic origin categories listed below are taken from the 2001 census circulated by the Office for National Statistics. 

I would describe my ethnic origin as:

White


o British


o Irish







o Other White background

Black or Black British
o Caribbean

o African





o Other Black Background

Asian or Asian British
o Indian

oPakistani

 o Bangladeshi






o Other Asian Background

Mixed


o White & Black Caribbean
 

o White & Black African





o  White & Asian



o Other mixed background

Chinese


o
Other ethnic background
o Please specify: ……………………………

If you do not wish to provide information of your ethnic origin please tick this box: o
Religion or Belief 

(if applicable): ……………………………………………………………………

No religion or belief : o
If you do not wish to provide information of your religion or belief please tick this box: o
Sexual Orientation

…………………………………………………………………………

If you do not wish to provide information of your sexual orientation please tick this box: o
Disability monitoring

The Disability Discrimination Act 1995 describes disability as a ‘physical or mental impairment that has a substantial and long-term effect on your ability to carry out normal day-to-day activities’.

Do you consider yourself to have a disability?

Yes     o
Noo
If yes, are you in receipt of a disability allowance?

Yes     o
Noo
Please tick the box below that best describes your disability:

o Visual, i.e. blind or partially sighted (NOT corrected by wearing glasses or contact lenses)


o Co-ordination, dexterity or mobility


o Mental health difficulties


o Speech


o Learning difficulties e.g. dyslexia


o Hearing

o Personal care support

o Unseen disability

o Unlisted disability, special need or medical condition

o Autistic Spectrum Disorder / Asperger Syndrome


o Other physical or medical condition, Please specify:

If you do not wish to provide the information requested in this section please tick this box: o
