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Job Specification

Job Coach: High Needs
Responsible to:
Curriculum Manager SLDD Pathways
Grade of post:
Scale 3, SCP 12 - 13 (£17,889 - £18,395)
Hours of work:
37 hours per week
Work location:
All campuses and external work places according to the 




Placement of young people
Job Purpose:
To provide ongoing support in supported internships/work placements for both the employee and employer, beyond just the first stages of searching for a job and entering into employment.
Key Responsibilities

To assist with many aspects of the supported internships and work placements, including skilling up the individual for the role and breaking tasks down into manageable bite-sized chunks. To provide help with on-site training and making sure that information (i.e. inductions programmes) are presented to the individual in a format that they are able to understand and refer to. To help clients to maintain their employment through on-site assistance and other workplace supports - offering ongoing help and job retention services. To include the coordination of monthly or weekly progress reviews between the employer and employee.

To provide a valuable link for the employer, making sure any concerns from either party are addressed quickly and efficiently. To handle difficult situations; even when they are challenging to approach. To provide a range of training courses to employers for their staff by carrying out disability awareness courses, companies can be supported in developing strategies relating to disability in the workplace.
Other Duties and Responsibilities
· Appraising for recruitment/promotion, work, behaviour, needs of customers, showing patience, tuition and training exercises etc

· Work with young people to ensure they understand the world of work and behaviours of them as an employee. Support the learner to understand the roles and skills required to undertake the job. Evaluate the progress of learners against their EHC plans and learning targets.

· Training/coaching, keeping abreast of developments, rehearsing, new systems/methods, applying theory, developing hypotheses/methods etc

· Provide job coaching in order to identify and determine roles and responsibilities for young people on supported internships and work placements. Deliver all training aspects to ensure the young person is able to carry out the role as required. Provide a role model for learners in the work place.

· Logical sequence, events/tasks/plans, deciding priorities, arranging events, setting up systems, utilising resources etc

· Plan and identify appropriate supported internship and work placements for young people/learners. Carry out job carving of roles to ensure the role is appropriate to the skills and aspirations of the learner. Ensure the learner has the appropriate resources to undertake their job role.

· Compiling, collating, classifying, details into records, cataloguing, copying, following instructions etc

· Monitor and record learners progress whilst on programme in order to determine long term employment prospects. Report progress to the Transition and Provision Manager’s for annual reviews in order to support progression and destinations. 

· Routine administration, records, forms, typing, filing, handling mail, managing appointments etc

· Monitor and record all aspects of placements. Liaise with learners and employers to ensure information regarded placements are recorded correctly. Ensure all health and safety assessments and inductions are completed. 

· Routes, staffing levels, sequences, priorities, anticipating problems, resources, schedules, rotas, initiating, allocating etc

· Work with learners to identify and find appropriate work placements which match long term career aspirations. 

· Evaluating performance, work in progress, completed work, undertaking training, demonstrating, tuition of others, etc

· Liaise with employers and learners to evaluate progress made whilst on placement, record tasks and skills achieved in order to inform annual reviews. When required; demonstrate appropriate skills and behaviours in order for a learner to achieve and complete a work placement. 

· 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.
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 CHILD disclosure.
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


	
	
	

	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· Level 2 or equivalent in English and maths

· Relevant job coaching qualification 
	X

X
	X

X
	X

	Desirable:
	S/L
	I
	A

	· Relevant Level 2 qualification
	X
	X
	

	Knowledge and Experience
	
	
	

	Essential:
	S/L
	I
	A

	· Coaching skills

· Experience in job coaching

· A good knowledge of the skills employers are looking for
· A good knowledge of how learners can gain evidence of skills in the work place

· Experience of working with young people with SEN
	X

X

X

X

X
	X

X

X

X

X

	

	Desirable:
	S/L
	I
	A

	· Experience of working with young people with complex learning needs


	X
	X
	

	Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Knowledge of IT packages

· To deliver briefing sessions and training 
	X

X
	X

X
	X


	Desirable:
	S/L
	  I
	A

	
	
	
	

	Personal/Behavioural Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Able to work unsupervised and actively solve problems that may arise when working off site

· An ability to organise and plan work to achieve performance targets and deliver to deadlines

· Good analytical thinking and problem solving skills

· Demonstrates drive and ability to use own initiative to solve practical problems without supervision
	X

X

X

X
	X

X

X

X
	

	Other Requirements
	
	
	

	Essential:
	S/L
	I
	A

	
	
	
	

	Safety Critical Role
	
	
	

	Subject to Enhanced DBS
	
	
	


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