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	Mission Statement

‘Driving Ambition, Inspiring Success’




	Job Description
	Job Title No - 




	Post Holder
	

	Job Title
	MC Party Facilitator


	Responsible to
	Commercial Bookings Officer



Key Strategic Objectives 
· To actively contribute to the College’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
Specifically Responsibilities will be as follows:
1. Working primarily with staff from across the College to ensure that all of those attending parties have a good experience.

2. Setting up the party rooms.

3. Hosting the children and delivering the session.

4. Supervising the post activity foods.

5. Tidying up the rooms after use.


6. Be polite, friendly, enthusiastic, approachable and helpful at all times. 


7. Be alert to the needs of party participants and carry out instructions given by staff members. 


8. Meet and greet children and parents, answer simple queries, be confident and friendly around the College. 


9. Work as a team and support each other in carrying out tasks.


10. Represent and promote Middlesbrough College in a positive manner.


11. Keep in regular contact with the named Supervisor and respond to any requests in a timely fashion. 


12. Be punctual at all times and sign in and out at the beginning and end of each shift. 


13. Take responsibility for completing your time sheet and handing a copy to your Supervisor at the end of each week. 


14. Wear your uniform at all times when on duty and ensure that this is kept clean and presentable.
Signed ________________________________________ Date ___________________
	Person Specification



Essential & Desirable Attributes

The College is ideally looking for candidates who have most if not all of the required essential attributes below but may also have a one or more of the desirable attributes to complement their skill set.
	Category
	Ref
	Criteria Description


	1. Skills and Qualities

	Essential


	1.1
	To be enthusiastic about working with children.

	
	1.2
	To have excellent verbal communication skills.

	
	1.3
	To be a team player with good interpersonal skills.

	
	1.4
	To have good time management and organisational skills.

	
	1.5
	To be comfortable hosting and delivering activities for children.

	
	1.6
	Have a flexible approach to working hours.

	Category

	Ref
	Criteria Description

	2. Qualifications and Training

	Essential


	2.1
	Relevant qualification at minimum Level 3 qualification.

	
	2.2
	GCSE Grade C or above in Maths and English (or equivalent).

	Category

	Ref
	Criteria Description

	3. Attitude / Disposition

	Essential


	3.1
	To be able to demonstrate behaviours consistent with the College’s Core Values.

	
	3.2
	To commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the College.

	
	3.3
	To have a commitment to excellence.


	Category

	Ref
	Criteria Description

	4. Experience

	Essential
	4.1
	Experience of working in a similar role.


	Contract Arrangements



Claim Basis Staff will be engaged under a Contact of Employment determined by Middlesbrough College, supported by Contract Guidelines. Within your contract, the following salient features will apply:

	1.
	Contract type
	Claim basis

	

	2.
	Working week
	There are no normal hours of work. This is a flexible contract designed to respond to fluctuations for tutoring and related duties.

	

	3.
	Holiday
	The hourly rate of pay includes an allowance equal to 12.00% in respect of statutory holiday entitlement under the Working Time Regulations 1998.

	

	4.
	Period of Notice
	One month

	

	5.
	Salary Scales


	National Minimum Wage (age dependent) plus £1 per hour, hourly paid monthly in arrears on a claim basis. Salaries are paid on the last working day of each month by credit transfer to employee’s bank or building society account.

	

	6.
	Pension
	Claim Basis staff can request to join the Local Government Pension Scheme – employee’s contribution varies depending on salary – further information can be obtained from the Human Resources Department.

	

	7.


	Sickness


	The Corporation’s Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	8.
	Probationary 

Period
	12 months


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of a satisfactory tutor reference.
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