
 
 

THE MOVEMENT CENTRE FOR TARGETED TRAINING 
 

JOB DESCRIPTION 
 
 

JOB DETAILS 
Job Title:  Children’s Therapy Assistant, The Movement Centre 
Salary:   £15,000 - £17,000 
Hours: 37.5 hours per week, hours worked during the normal working day  
Base:   The Movement Centre, Oswestry 
 
ORGANISATIONAL ARRANGEMENTS 
Responsible to the Director of The Movement Centre and accountable to the Trustees of The 
Movement Centre for Targeted Training.   
 
JOB PURPOSE 

 To assist the physiotherapists in The Movement Centre in therapy sessions 

 To assist in the administration and clerical duties of the department 

 To assist with some administration relating to fundraising and marketing  
 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 
 
Clinical  
 

1. To prepare the assessment room for clinical sessions, including readiness of the 
necessary forms and of the video system; to assist during clinical sessions including 
directing patient activities to enhance performance; to clear the room following 
assessment, maintaining waiting, clinical and equipment areas tidy 

2. To receive child and carers at the start at each visit and ensure their comfort and 
welfare during the visit; assistance with siblings as required, provide parking permits 
if required 

3. To encourage children to co-operate within the therapy session through play 
4. To take a specific clinical role where directed, such as contacting parents to arrange 

the first and subsequent visits 
5. To assist carers with transport of equipment to and from their vehicle to The 

Movement Centre, watching and advising on manual handling techniques if required 
6. To maintain the clinical diary and give patients / families note of the next 

appointment, providing a letter of appointment if required 
7. To communicate effectively and appropriately with patients and carers to maximise 

rehabilitation potential 
8. To work within the wider multi-disciplinary team that includes consultants, 

physiotherapists, orthotists, rehabilitation engineers, mechanical technicians and 
other professional disciplines to identify, agree and realise specific treatment 
objectives 

9. To take responsibility for cleaning of the clinical equipment (such as couch and mat) 
and cleaning of toys at intervals appropriate to each item and its use having due 
regard to appropriate infection control practices 



 

10. To be responsible for ensuring that the clinical rooms, storerooms and workshop are 
kept clean and tidy 

 
Professional 

 
1. To communicate effectively with other members of the team working with each 

patient to ensure delivery of a co-ordinated service 
2. To participate in the staff appraisal scheme and personal objectives 
3. To assist other staff members with research and development projects, both clinical    

and non-clinical 
4. To undertake surveys and audits as requested 

 
 
Administration 
 

1. To be responsible for rearranging patient cancellations or missed appointments  
2. To be responsible for arranging patients first initial appointment with coordination 

with the engineers and completing initial file and paperwork  
3. Send out patient information prior to initial appointment  
4. To maintain a stock of forms used for clinical purposes 
5. To maintain the filing system of patient folders 
6. Send out reminder letters each Monday for following week 
7. To assist other staff with routine office tasks (e.g. printing envelopes, photocopying) 

including non-clinical database entry 
8. To assist with the administrative aspects of training courses / seminars and events 
9. To assist with some administration relating to fundraising and marketing, including 

mail outs and other administration as required 
10. Scan patient paper records and electronically file 
11. Other duties as required 

 
 
 
Please note that occasionally there may be some evening and weekend work required.  Time 
off in lieu will be granted for this. 
 
The successful applicant will be appointed subject to satisfactory references and DBS check 
 
This job description cannot represent an exhaustive list of duties and may need to be 
amended in the light of experience, development or organisation and service changes.  



 

 
PERSON SPECIFICATION 

 
Children’s Therapy Assistant 

 

Criteria  Essential Desirable  

Skills, Knowledge   Enthusiasm for working with young children through 
play 

 An interest in therapy   

 Excellent communication skills, both verbal and 
written 

 Strong organisational skills 

 Ability to prioritise, work under pressure and to meet 
strict deadlines 

 Good IT skills 

 Ability to use database packages, or willingness to 
learn 

 

Experience  Experience of working with or caring  for young 
children  
 

 Previous experience in working with children in a 
nursery or therapy / care setting  

 Experience of working in an administration setting  
 

Personal Qualities   Excellent communication skills, with children, 
colleagues, advisors and parents/carers. 

 Ability to work independently on own initiative and 
also to contribute as part of a team  

 Willingness and ability to be flexible 

 Ability to get on well with a wide variety of people 
 

 Flexibility in occasional change in working hours to 
attend evening or weekend fundraising events 

Qualifications   Good standard of education including GCSE’s or 
equivalent 

 Understanding of patient confidentiality  

 NVQ level 2 / 3 in care related subject 

 Training in manual handling 
 

 


