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Job Description and Person Specification  

Job Title: Stay & Play Centre Assistant 

Salary/Hourly rate: £8.91 

Hours: As and when 

Schedule: A combination of term time working, school holidays and weekends 

Reports to: Facilities and Customer Support Coordinator  

Based at: 52 Hurst Road, Horsham, RH12 2EP 

About 

Springboard has been working with disabled children, young people and families for over 25 years. We 

deliver a wide range of services, support and activities in the South East, reaching over 500 families a year. 

Our vision is:  

A world of equality where all disabled children, young people and their families are able to reach their full 

potential. 

Our mission is to: 

• Facilitate and offer advice and support to disabled children, young people and their families. 

• Create environments and deliver services that develop identity and build self-esteem. 

• Advocate and raise awareness on disability and the barriers associated. 

• Enhance children, young people and their families physical and emotional wellbeing. 

Springboard has five core values which underpin and guide the way we work in all that we do, we are: 

• Caring 

• Fun 

• Inclusive 

• Passionate 

• Adaptable 
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Job description 

Job Title: Stay & Play Centre Assistant  

Main purpose of the job:  

You will be a responsible, dedicated, and passionate individual that loves to see children develop. time 

keeping Stay & Play Assistant.  Our Stay and Play centre give children and parents a fun, safe and supportive 

environment. The role includes supporting Stay and Play sessions, birthday parties and reception duties. 

Springboard’s Stay & Play Assistants are responsible for a range of duties within Springboard’s Stay and Play 

centre to enable the organisation to provide safe, accessible, inclusive play facilities and opportunities for its 

membership and general public. 

Stay & Play Assistants play a crucial role in being the first point of contact for many people visiting and 

contacting Springboard. The role is a fun, exciting and rewarding role where you are able to build a strong 

and nurturing relationship with families and facilitate the development of early years through play.  

The Stay & Play Assistants are key in driving and supporting the implementation of the Springboards new 

strategy and help the charity achieve its vision of a world of equality where all disabled children, young people 

and their families are able to reach their full potential. 

Key responsibilities and outcomes:  

Service delivery  

• To provide a professional, friendly welcome and service to every member and visitor to Springboard 
centres. 

• To deliver a high-quality reception, telephone and email service, field enquiries and act as front of 
house representatives for the Springboard 

• To use tactful, friendly questioning to establish needs, distributing and fielding enquiries and questions 
to the appropriate member of staff. 

• To show new members and visitors around the centres, explaining the facilities and services offered 
and actively promoting Springboard and our service offers across the whole organisation. 

• To communicate Springboard service offers in a variety of ways, that is clear and accurate and in line 
with the brand guidelines. 

• To stop behaviour which could be dangerous. 
• Respond quickly in emergency situations. 
• Undertake general administrative tasks to support the delivery of programmes and services. 
• Conduct general routine maintenance and cleaning duties around the centre to ensure it meets the 

required standards of cleanliness, security, as well as health and safety. 
• Process bookings and payments through cash, card transactions and invoices. 
• Support the wider facilities team in promoting products and services. 
• Promote products and services to customers and visitors. 

 
Operations 

• To open and close the centres in line with Springboard policies and procedures. 
• To carry out daily checks, weekly and monthly health and safety checks in and outdoors, taking action 

as appropriate and seeking advice when needed. 
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• To provide emergency first aid when required and seek further support, advice and medical assistance 
when needed. 

• To carry out fire marshal duties, in line with Springboards policies and procedures and in line with the 
fire risk assessment/s. 

• To carry out regular checks around the centre, tidying, cleaning and organising the resources and 
facilities to maintain a safe working environment. 

• To open and close for parties whilst remaining on site. 
• To open and close for weekend Stay & Play sessions. 

 
Administration 

• To take responsibility and carry out administration tasks including record keeping, membership and 
visitor forms, safeguarding forms, incident and accident forms, bookings and any other related admin 
tasks that assists Springboard in its operational delivery. 

• To liaise with and to provide administrative support for other Springboard staff and teams when 
requested. 

• To handle money, including cash and card payments in line with Springboard’s finance policies and 
procedures. 

• To maintain and administer Springboard’s database with care and confidently following Springboard’s 
policies and procedures and work within the framework of data protection legislation. 

 

Team Working 

• Support, induct and train new staff and volunteers as appropriate. 

• To work with staff and volunteers within the Early Years Team to ensure sessions, activities and 

services are able to run to a high standard including covering periods of annual leave annual leave 

and sickness. 

• Share information and knowledge with staff and volunteers to deliver better outcomes and help 

contribute to organisational development as well as personal development. 

Safety and Safeguarding 

• To carry out all duties in line with Springboard’s safeguarding policies and procedures. 
• Maintaining high standards of environment safety, safeguarding and quality as well as ensuring an 

adaptable, inclusive and caring atmosphere. 
• To attend and keep up to date with relevant training and qualifications to meet the role requirements, 

provide high quality service provision and outcomes for disabled children, young people and their 
families. 

General Duties 

• Contribute to achieving the overall vision of Springboard. 
• Attend and participate in team meetings as and when required. 
• Present a professional appearance, help maintain an orderly working environment, and act always to 

uphold the reputation of Springboard. 
• Ensure everyone’s experience of Springboard is positive and promptly dealing with inappropriate 

behaviour by staff, volunteers, professionals, or service users. 
• Work within professional boundaries maintaining safety, always safeguarding and appropriate 

confidentiality. 
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• Work cooperatively with colleagues and encourage good teamwork, clear lines of communication and 
common practices within Springboard’s teams. 

• Comply with all published Springboard policies and procedures. 
• Work flexibly to undertake such other reasonable duties and responsibilities, at any location within 

reasonable daily travel from your main place of work. 
• Participate in undertaking periodic reviews of this job description for consideration by the 

management team and trustee board. 
• Undertake any other tasks as directed by your line manager or the management team. 

This job description is not exhaustive and other responsibilities may be agreed as appropriate. 

Conditions of employment 

In light of legislation (Section 8 Asylum and Immigration Act, January 1997), as a condition of being able to 

commence employment with Springboard, the successful candidate will be required to provide documentation 

to prove that they are able to work in the UK. Such documents will include one or more of the following, as 

appropriate: 

• National Insurance Number 
• Birth certificate or British passport 
• Certificate of registration, or naturalisation as a British Citizen 
• Passport or documentation evidencing citizenship of an EEA country 

 

Additional Information 

This post is subject to a DBS check. 

Hours will be worked on a shift basis and can include term time, school holidays and weekend working. 

 

 

 


