


Session Leader for Weekly Junior After School Club 

The Art Ministry is a small local charity that has been around for over 30 years. We believe that by helping our local community engage in affordable art and craft activities they can maintain or improve their mental health and wellbeing.

If you also believe this, want to have a positive impact on the community, and have the required skills and experience, then why not apply to become a Session Leader at The Art Ministry.

We have vacancy for session leader for our Westcliff based one and a quarter hour weekly art and craft session for junior school children.

The after school club runs from 3.15pm to 4.30pm on Wednesdays during term time. The club caters for up to 20 participants. There is no personal care involved.

The salary is £40 per session, in return for working an average of 3 hours per week. This working time includes the duration of the session and time for preparing, sourcing, setting up, clearing away and reporting over the course of a week. 

The Art Ministry is an organisation committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all staff, trustees and volunteers to share this commitment. As such we will carry out an Enhanced DBS Check and obtain references.

Closing date for this job is 12th September 2025






Job Description

· To lead art and craft sessions/activities on behalf of The Art Ministry
· To provide weekly projects for the students to work on, and to plan these projects ahead of the session 
· To prepare the materials for each session and clean down afterwards
· To listen to the students’ creative preferences and develop projects that suit their individual talents
· To provide a consistent point of contact for the parents/carers regarding the students’ progress
· To co-ordinate and support the work of the session volunteers
· To provide a safe and caring environment within which to help the students develop new skills
· To make Trustees aware of any concerns regarding the behaviour, and/or safety of the students
· To attend occasional meetings outside of  session times, including Session Leader appraisals, line management meetings and Session Leader/Trustee meetings
· To follow the latest policies and procedures of The Art Ministry as set out in the Session Leaders’ Handbook
· To be aware of the desired outcomes of the session and maintain a record of progress towards those outcomes









Person Specification

	Requirement
	Essential
	Desirable

	1) Experience working in art and craft
	Yes
	

	2) Experience working with children
	Yes
	

	3) Experience leading a team
	Yes
	

	4) Educated to “A” Level standard or equivalent
	
	Yes

	5) Ability to listen to students and interpret their views
	Yes
	

	6) A patient and caring manner
	Yes
	

	7) A positive and friendly attitude
	Yes
	

	8) Knowledge of safeguarding children
	Yes
	

	10) Competent record keeper
	Yes
	

	11) Emergency First Aid at Work certificate
	
	Yes

	12) Knowledge of health and safety
	
	Yes

	13) Able to use email, word processing and spreadsheets
	
	Yes

	14) Experience planning and resourcing art and craft activities
	Yes
	

	15) Experience of measuring outcomes/impacts
	
	Yes

	16) Flexibility to attend meetings
	
	Yes














The Art Ministry – Background Information

The Art Ministry are a small creative charity operating from a base in south east Essex for 30 years. 

Our main effort is focussed on running affordable weekly art and craft sessions so that various groups can increase their self esteem by being creative and increase their social interaction by meeting new people. We are particularly focused on children and adults with some sort of additional need, but we also engage with the wider community at local events. This junior after school club is part of our wider community engagement.

The bulk of our sessions are delivered in our base in Hadleigh and we also work in partnerships with other organisations to extend our reach.

Our art and craft sessions are intended for about ten participants. The sessions are run by part time paid Session Leader, who plan the work, source the materials and guide the sessions. They are supported by a number of volunteers, of which we have about 20 in total, who work closely with the Session Leader and the participants to ensure that everyone’s needs are met.

We have regular volunteers’ meetings and Trustee-Session Leader review meetings, to ensure that both volunteers and employees get contact with each other and the Board of Trustees, and to learn from the experience of what is happening across our sessions.  

If you would like to find out more information about The Art Ministry, please take a look at our website www.theartministry.org.uk or contact us on 07582 025163 or at contact@theartministry.org.uk



















Application Form: After School Club Leader

Please post to:   				or email to: contact@theartministry.org.uk
The Art Ministry
1 Church Road
Hadleigh
Essex
SS7 2DQ

CONFIDENTIAL

Please read the Guidance Notes before completing this application form.

Please complete this form in black ink or type.

Personal Details

	Position applied for:
	Session Leader – After School Club


	

	Surname/family name:
	
	First name:
	

	

	Address:
	
	                           Telephone 

	
	
	Personal:
	

	
	
	Work:
	

	
	
	May we contact you at work?
	

	

	Email address:
	


	

	Aged 18 or over?
	YES/NO
	

	When would you be available to take up the post?
	


	
	



Education

	Schools/Colleges attended (most recent first)
	Date from
	Date to
	Courses and results (give years and grades)

	















	

	

	




Training
Please detail training you have undertaken relevant to the role applied for

	Organising body
	Date
	Duration
	Course title

	










	
	
	


	Relevant additional/professional qualifications and/or membership(s).  Please give details and dates obtained.











Employment 

	Name and address of current/last employer
	



	Job title
	

	Date commenced
	

	Brief description of duties and responsibilities
	








	Reasons for wishing to leave/date of leaving
	

	Period of notice required
	


 
	Name of employer
	Job title
	From
	To
	Reason for leaving

	
	
	
	
	















	Please provide reasons for any gaps in employment









Describe skills, knowledge and experience relevant to this post 

	In this section we would like you to give specific information in support of your application by taking each point of the Person Specification and demonstrating how you have all the necessary skills, knowledge and experience to fulfil the role effectively. Do not assume that we will know things that you do not tell us about on this form. Please attach additional sheets where necessary.

	1) Experience working in art and craft


	2) Experience working with children


	3) Experience leading a team


	4) Educated to “A” Level standard or equivalent


	5) Ability to listen to students and interpret their views


	6) A patient and caring manner


	7) A positive and friendly attitude


	8) Knowledge of safeguarding vulnerable children


	9) Competent record keeper


	10) Emergency First Aid at Work certificate


	11) Knowledge of health and safety


	12) Able to use email, word processing and spreadsheets


	13) Experience planning and resourcing art and craft activities
 

	14) Experience of measuring outcomes/impacts


	15) Flexibility to attend meetings








References

Please give below the name and address of two referees who can comment on your suitability for the post.  These should not include relatives or purely personal friends.  
	First referee

	Second referee

	Name:
	

	Name:

	

	Position held:
	
	Position held:   

	

	Address:
	



	Address:


	

	Tel number:
	
	Tel number:
	



Please give details of any spent or unspent criminal offences or sign the declaration below.

	




Criminal Offences Declaration:
I declare that, at the date of signing this declaration, I have not been convicted of any criminal offences.


Signed:								Date:

	


How many days have you taken off as sick leave during the last two years? 

Are you aware of any medical reason why you could not carry out any of your duties?	YES/NO
If YES, please state details

	














General Data Protection Regulation 2018

As part of the recruitment procedure we may collect and store sensitive personal data about you. We are required by law to obtain your consent to such data being recorded. It is our policy to store data relating to recruitment procedures for a minimum of 12 months from the date on which it is submitted, for internal auditing purposes. Any information of this nature will be treated confidentially.

Sensitive personal data is defined as information relating to any of the following: racial or ethnic origin, political opinions, religious beliefs, trade union membership, health, sexuality or sex life, offences and/or convictions.

I declare the information given on this form is correct to the best of my knowledge and acknowledge that by signing this form I give my consent to sensitive personal information being recorded and stored.

Signed:							Date: 






























Application Form Guidance Notes

We want you to have your best chance of getting through to the interview stage, so we encourage you to take note of the following when completing your application form:

· Please ensure you complete all sections of the application form 
· Examine carefully the Job Description and Person Specification and analyse how your skills, knowledge and experience match with the requirement of the post set out in the Person Specification. 
· Don’t forget to consider experience you have gained outside work, e.g. through voluntary experience or leisure interests.
· If you are unable to fit all your responses in the space provided, you are welcome to attach up to a maximum of 4 sides of A4 of additional information. Please note that if you enclose more than this, we will only consider the first 4 sides. Additional sheets should be clearly marked with your name and the title of the job for that you are applying.
· The section entitled “Describe skills, knowledge and experience relevant to this post” is the most important part of your application and should be used to tell us how you think you meet each of the requirements listed in the Person Specification. 
· You should pick out specific examples from your past experience which clearly demonstrate that you possess the particular skills, knowledge or experience required in the Person Specification. 
· It is not sufficient to merely state that you possess the skills or that you feel you can do the job. It is important that you provide as much relevant information as possible.
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