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Job Description

Model Coordinator – Hair and Beauty (0.43FTE)
Responsible to:
Curriculum Manager / Salon Manager
Responsible for:
N/A 
Grade of post:
Scale 3 SCP 12-13
Hours of work:
16 hours per week (0.43 FTE)
Work location:
Paget Road and Metro One campus
Job Purpose:
To assist in reception duties and the development of a client base for the Hair, Beauty, Spa and Holistic Salons/functional areas. 

To ensure marketing materials and all relevant promotional details are up to date in coordination with the Head of School. 

To contribute towards the assessment of learners by completing assessment documentation associated with learner performance during work experience at reception areas.

Key Responsibilities

1. To take action on recruiting models for assessment purposes and for training salons. This includes, and is not exclusive to, telephoning models, rebooking models and ensuring promotional strategies are executed effectively.

2. To contribute towards the development of the school’s marketing and promotional plan.

3. To contribute towards the School’s First Aid service by providing first aid to learners, staff and clients.

4. To assist in the assessment of learners undertaking Reception duties.  

5. To receive and transfer incoming telephones calls efficiently and promptly.

6. To monitor model availability and oversee the appointment pages/bookings for all salons.

7. To allocate locker keys to learners in line with the School’s Learner Lockers Procedure.

8. To ensure the compliance with the Salon’s Dress Code for the Vocational area and Health and safety Regulations.
9. To effectively contribute to the marketing of the Hair, Holistic, Nails and Beauty Therapy services.

10. To check and update the Cancellation Report and include within the Weekly Client Report to the Head of School for Hair and Beauty.

11. To ensure records are maintained and kept up to-date for all models and making sure that the storage of the records meets the Data Protection guidelines.

12. To check all machinery is switched off and windows/shutters are locked at close of business.

13. To participate in the performance management scheme and to actively participate in identify training and development needs, and to attend appropriate training as and when required.

14. To undertake other duties and responsibilities commensurate with the post, as determined by the line manager and other managers within the department.  
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.
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.
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.

	Education/Qualifications


	
	
	

	Essential:
	S/L
	I
	A

	· First Aid at Work Qualification

· Level 1 or 2 Hair or Beauty qualification                                                         

· Customer Services Experience     
	X

X
X
	X
X
	

	Desirable:
	
	
	

	· Relevant knowledge within the industry   

· Customer services qualification                     
	X

X
	X
	

	
	
	
	

	Technical Skills


	
	
	

	Essential:
	S/L
	I
	A

	· Good IT skills 

· Excellent communication skills 

· Excellent telephone skills and manner

· Excellent organisational skills. 
	X

X

X
	X

X


	

	Desirable:
	
	
	

	
	
	
	

	Personal/Behavioral Attributes


	
	
	

	Essential:
	S/L
	I
	A

	· A positive person

· Independent person

· Ability to work within a team

· Customer focused 

· Self-motivated 
	X

X

X

	X

X

X

X

X
	

	Desirable:
	
	
	

	
	
	
	

	Other Requirements


	
	
	

	Essential:
	S/L
	I
	A

	 N/A
	
	
	

	Desirable:
	
	
	

	· Safeguarding qualification
· Health and safety qualification
	X

X
	
	

	
	
	
	

	Safety Critical Role

Subject to Enhanced DBS
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