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	   Application Information Pack

   Seasonal Activity Instructors




	Introduction to Girlguiding UK 




Thank you for your interest in the role of Seasonal Activity Instructor. This document provides information relating to the above vacancy and should be used for information purposes only. The information contained does not form part of the terms and conditions of employment.

Girlguiding UK 

Girlguiding UK is the largest voluntary organisation for girls and young women in the UK, with more then half of the female population involved in guiding at some point in their lives. Through a range of exciting activities and challenges, we provide opportunities for girls and young women to gain self-confidence and self-esteem within a safe, female-only space. 

With over 200 employees, at our Commonwealth Headquarters in central London, Trading Services in Cheshire, and Training Activity Centres throughout the UK, Girlguiding UK offers a range of exciting opportunities within a diverse, fun yet professional environment.

Organisational Chart 
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	The role of a Seasonal Activity Instructor 




The role of Activity Instructor is positioned within Finance & Business Development, and reports to the Senior Activity Instructor.

The main purpose of the role is to organise and professionally deliver an activity session in accordance with health and safety legislation and appropriate National Governing Body (NGB) and centre-specific guidelines.
The Activity Instructor will assist the Senior Activity Instructor in the ongoing maintenance of all equipment and undertake necessary checks, while supporting and deputising as and when required. 
Together, the Senior Activity Instructor and Activity Instructors will have day-to-day responsibility for the coordination and running of all activities and the supervision of the activity team and their standard of instruction.
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Applications

The closing date for applications is Friday, 5 February 2010. Please complete the application form and equal opportunities monitoring form and return to Human Resources at Girlguiding UK, 17–19 Buckingham Palace Road, London SW1W 0PT or by email to HRVacancies@girlguiding.org.uk before 5pm on that day.

Candidates will be shortlisted on the basis on the application form. Those who are successful at this stage of the process will be invited to attend an interview. 
Unfortunately we are unable to give feedback to those who are not shortlisted; however, we will, if required, provide feedback to those who have attended an interview.

Interviews 

Interviews will be held at the Activity Centres from January 2010.
Please note that it is not Girlguiding UK’s policy to reimburse applicants in respect of travel expenses to attend interviews.

	Job Description 




Job Title: 

Activity Instructor

Salary/Rate:

£7.03 per hour 

Salary Band 

N/A
Contract Type:
Temporary – Fixed-Term Contract 
Location:

East Grinstead, Lyndhurst or Clitheroe
Main Duties and Responsibilities

· Lead activity sessions, where necessary, and instruct groups of all ages in the majority of our activities.
· Maintain a high standard of activity provision, related facilities and instruction of activities at all times.
· Ensure equipment is maintained and stored in line with defined standards and procedures in place, to test equipment prior to use and at regular intervals, and to ensure safe and effective operation, making accurate written records, which are regularly updated in connection with relevant activities.
· Monitor activity equipment and recommend need for replacement/new equipment.
· Support the Senior Activity Instructor by preparing necessary documentation, activities and equipment for external recognition.
· Plan and deliver staff training sessions in line with agreed objectives and those of the group or the relevant NGB.
· Complete relevant documentation and administration relating to group sessions, some of which will require use of our computerised booking system.
· Deal with, as appropriate, and report any safety hazards to line manager at the earliest opportunity.
· Administer first aid and ensure that first aid provision is always sufficient and available, assisting in the review of any activity-related accidents to prevent a recurrence.
· Assist in the planning of at least one new activity/year within agreed budgets and review the current provision for suitability within the current climate.
· Attend local/national events, promoting the centre to potential guests and staff.
· To be aware that the Centre represents the public face of Girlguiding UK and to conduct all activities in a manner which promotes and enhances the Association’s image and reputation, providing a high standard of customer care at all times.
	Job Description 




· Monitor, maintain and improve, in line with the Estate staff, any activity areas that may affect the customers, for example the removal of overgrowth, securing of equipment and building of fences, or promptly report any maintenance issues that cannot be corrected.
· Attend and participate in any trainings and meetings as required by the Centre Management team.
· Promote equality and ensure all duties are carried out in accordance with the Equal Opportunities policy.

· Work effectively as part of a team and as an individual and support colleagues in their work to ensure the continuity of the overall business, where appropriate.

· Undertake any other reasonable requests as detailed by a manager/Senior Activity Instructor in line with the needs of the business, which, when necessary includes assisting in General Assistant/Campsite duties.
	Person Specification 




	Description 
	Assessment
	Essential/   Desirable  

	Skills 

	Good oral & written communication and general organisational skills with customers of all ages 
	Interview/Application
	Essential

	Ability to prioritise workload with minimum supervision
	Interview
	Essential

	Ability to work effectively as part of a team and as an individual in day-to-day tasks and achieving deadlines
	Interview/Application
	Essential

	Knowledge

	Good knowledge of safe systems of work within activity-related environment and general Health & Safety requirements of the post
	Interview/Application
	Essential

	A general understanding of the safe/correct storage of activity equipment
	Interview
	Essential

	A knowledge of the Guide or Scout Associations
	Interview
	Desirable

	Experience

	Minimum of 1 season’s experience as an Activity Instructor at an Activity Centre or equivalent
	Interview/Application
	Essential

	Experience of administration duties and working with computer packages, including Outlook, Microsoft Word, Excel and PowerPoint
	Interview/Application
	Desirable

	Experience of working with volunteers
	Interview/Application
	Desirable

	Experience of working in a customer-orientated environment
	Interview/Application
	Desirable

	Qualifications/Training

	2 NGB qualifications or significant experience to achieve this within 6 months of employment, from the following: BCU Level 2 Kayaking/Open-canoeing, SPA/Girlguiding UK Level 2 Climbing or GNAS Archery
	Interview/Application
	Essential

	A full & clean driving licence
	Application
	Desirable

	A valid First Aid certificate
	Application
	Essential

	Values

	Commitment to the principles of equal opportunities
	Interview
	Essential

	Support the aims of the Girlguiding UK
	Interview
	Essential


	Terms & Conditions 




Contract Type

This post will be on a fixed-term contract with Girlguiding UK.
Location

You will be based at East Grinstead, Lyndhurst or Clitheroe.
However, on occasions you may be required to perform your duties, on a temporary or permanent basis, from any other Girlguiding UK premises within a reasonable travelling distance of this location. You may be required to travel [both inside and outside the UK] on business of the Association. 

Salary/Rate 

You will be paid an hourly rate of £7.03 per hour.

Working Hours 

This post is full time and up to a maximum of 40 hours per week. The core hours of this post are flexible over a six-day period: as the Activity Centres are open seven days a week, you may be required to work mornings, nights, weekends and bank holidays.

Probationary Period 
The post will be subject to a probationary period dependent on the duration of the contract.

	Length of Contract
	Probationary Period

	Up to 3 months 
	1 week

	Up to 6 months 
	1 month

	Up to 9 months 
	2 months


Medical and Criminal Records Check 

This post involves substantial access to young people and it is a requirement under The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 that you submit a disclosure application to the Criminal Records Bureau. 

Employment is subject to satisfactory receipt of a medial and Criminal Records Bureau check. Upon successful appointment in the role of Activity Instructor the successful applicant will be required to complete a medical questionnaire and criminal records check.
Accommodation 
This post has the option of onsite shared accommodation if required. Please note there will be an appropriate charge deducted from your salary should you choose to live on site in the shared accommodation.

	Terms & Conditions 




Holidays

25 days paid holiday per annum plus 8 days bank holiday. This increases after 2 years of service (as on 1 January) to 26 days and then a further 1 day for every 2 years of service, up to a maximum of 30 days for 10 years’ service and above. Holidays and bank holiday allowance will be pro-rated for part-time employees and for those on fixed-term contracts. 

Notice Period 
The minimum notice period required by both parties is as follows.
	Length of Contract
	Notice

	Fixed term up to 3 months
	1 week

	Fixed term up to 6 months
	2 weeks

	Fixed term up to 9 months
	4 weeks


Benefits

Pension Scheme 

Upon completion of 3 months’ service you will be eligible to join the Girlguiding UK Group Personal Pension scheme. The scheme is contributory. Full details are available from Human Resources.

Interest-Free Season Ticket Loan 

You may apply for a loan to assist you with your journey to work upon successful completion of your probationary period.

HSA 

You will have access to a voluntary Healthcare Plan that provides cash to employees covering the cost of everyday healthcare, dental and optical bills.

For more information regarding the employee benefits at Girlguiding UK, please refer to the Employee Benefits Guide in the benefits section of the website.
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