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Assistant Team Leader (1.0 FTE)
Prince’s Trust Team Programme 
Responsible to:
Prince’s Trust & NEETS Coordinator
Responsible for:
Assisting Team Leaders to deliver the Prince’s Trust TEAM Programme
Grade of post:
Scale 3 SCP 12-13, £17,889 - £18,395 per annum 
Hours of work:
37 per week
Work location:
Assistant Team Leaders are based at various Team locations         

                             with the Black Country and Shropshire.  An office with         

                             facilities is available at a College campus.

Job Purpose:       To assist with day to day of the Prince’s Trust delivery                                                                     

                            TEAM programme, to accompany Teams and support Team Leaders during residential day trips and overnight stays.                                                           

Key Responsibilities

	1. To undertake appropriate training required to assist a Prince’s Trust Team Leader in delivering the TEAM programme. This will include attendance at a Prince’s Trust National training programme as well as risk management, food hygiene and first aid at work.

	2. To assist with recruitment, enrolment and retention of the team for the duration of the course.  To support the Prince’s Trust Team Leader in liaising with training managers, JCP, Careers Officers, employers, youth organisations, hostels and other external agencies.

	3. To assist the Prince’s Trust Team Leader in setting the Team programme objectives, to meet both team and individual needs and help to deliver the expected learning outcomes.

	4. To assist the Prince’s Trust Team Leader in liaising with community organisations and agencies to identify, plan, prepare and supervise appropriate team projects, community challenges and individual work placements for Team members.

	5. To assist in planning and delivering a Team programme this includes all the required elements, including day trips and a one-week residential for each Prince’s Trust Team.


	6. To provide support for the Prince’s Trust Team Leader in their leadership and guidance to the team at all stages of the programme, supporting them in taking responsibility for health, safety and welfare including appropriate disciplinary procedures.  To assist with undertaking appropriate risk assessments at each stage of the team’s development.
7. Support the maintenance and submission of accurate, up to date records, paper and electronic as required by the College and the Trust in line with their data protection policies.

	8. To assist the Prince’s Trust Team Leader in conducting regular meetings for evaluation, review and assessment with the whole team and on an individual basis.

	9. To assist the Prince’s Trust Team Leader in ensuring that team members are registered and complete appropriate documentation to enable them to achieve accreditation.

	10. To support the Prince’s Trust Team Leader in keeping appropriate records of the teams and each individual’s documentation, log books, performance and progress.

	11. To assist the Prince’s Trust Team Leader in submitting regular reports on the Team to the line manager and make an input to staff team discussions, planning, review and evaluation.

	12. To undertake other duties as necessary for the maintenance and development of the Prince’s Trust Team programme.

	13. To assist the Prince’s Trust Team Leader in advising about the resource needs in relation to the College Prince’s Trust Team programme.  To help promote the Prince’s Trust Team programme within the College and local media in conjunction with the Team Leader.

	14. To assist the Prince’s Trust Team Leader in liaising with all relevant College staff including the Quality Assurance Manager, MIS Administration and Student Services regarding the delivery and monitoring of Prince’s Trust Team programme.

	15. To participate in the college’s annual Performance Management scheme and to actively participate in identifying training and development needs and to attend appropriate training as and when required.

	


Other Duties and Responsibilities

· To carry out all duties in accordance with the College’s Health and Safety policies and procedures.
· To carry out any other duties as directed by your Line Manager.
· You will be required to assist with Prince’s Trust Teams on a one week residential (at least three per year), for which time off in lieu of extra hours work can be taken.

· Prince’s Trust Teams run throughout the year, and the post holder will be expected to work during traditional school holidays.
Safeguarding

The College is committed to safeguarding and protecting the welfare of learners and expects all who work with or on behalf of the College to share this commitment.  All roles within the College therefore are subject to DBS regulations.

The College considers that the job holder for this role should have a DBS Enhanced Other disclosure. 
Values

Our values are: putting the student at the heart of every decision we make; ensuring that all students and colleagues are valued and respected; everyone is accountable for their actions; everyone is empowered to find ways to overcome obstacles and we have a clear vision and move towards it. 

Our compulsory DNA review process is based on these values and for this role you are expected to have the following level of personal attributes:

Respect – Level A
Accountability – Level A
Accountability through team – Level A
Vision – Level A
Empowerment – Level A
Student Focus – Level A
Equality and Diversity

We are committed to the promotion of equality of opportunity in all of our activities and to encouraging access to our College from all groups irrespective of race, gender, age, disability or sexual orientation. We are working to create an environment in which cultural diversity and individual difference are positively valued in an atmosphere free from harassment and discrimination. We take our legal and moral obligations with respect to equal opportunities seriously and welcome dialogue with groups and individuals on ways in which our equal opportunities policies and practice can be enhanced. 

PERSON SPECIFICATION

	Education/Qualifications


	
	
	

	Essential:
	S/L
	I
	A

	· Qualified to at least Level 2 or Equivalent, including maths and English

	X
	X
	X

	Desirable
	
	
	

	· Possession of/or willingness to work towards, a current assessor qualification.  
	X
	X
	

	· Possession of/or willingness to work towards, an initial teaching qualification.
	X
	X
	

	Technical Skills


	
	
	

	Essential:
	S/L
	I
	A

	· Knowledge of, and ability to use, standard IT software
· Good presentation skills
	X

X
	X

X
	X

	Personal/Behavioural Attributes


	
	
	

	Essential:
	S/L
	I
	A

	· Experience of and commitment to developing the potential of all young people 

· Experience of working with teams

· Experience of working with challenging groups of young people

· Driving License /use of vehicle
	X

X
	X

X

X
	

	Desirable:
	
	
	

	· Experience of driving a Mini Bus

· Knowledge of the local community, its voluntary organisations and agencies
	
	X

X
	

	Other Requirements


	
	
	

	Essential:
	S/L
	I
	A

	· Ability to move between delivery locations in a timely manner.
	X
	X
	

	· Willingness to work flexibly, including unsociable hours when necessary, including attendance at College recruitment and promotional events.
	
	X
	

	Safety Critical Role
	
	
	

	Subject to Enhanced DBS (Adult and Child)
	
	
	


S/L= Short Listing        I=Interview         A=Assessment 
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