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	Job Title:


	Lead Work Experience Coordinator
	Post No:
	

	
	
	
	

	Faculty/

Directorate:
	Curriculum Support
	Dept/Team
	Work Experience


	Reports to    (job):
	Group Vice Principal (Curriculum Support and Business Development)

	
	

	Responsible     for (jobs):
	Work Experience and Industry Placement Coordinators and Work Experience and Industry Placement Health and Safety Advisor


Job Purpose

	To oversee the work of the Work Experience team across all provision.  Ensuring that the needs of all curriculum areas are met and that all students can access work experience opportunities


Main Responsibilities

	1. 
	Line management of the Work Experience and Industry Placement Coordinators and Work Experience and Industry Placement Health and Safety Advisor

	2. 
	Contribution to a college wide Employability Strategy

	3. 
	Oversee the effective delivery of Work Experience across all provision and curriculum areas (including Industry Placements)  and develop new areas of provision as appropriate. Work to achieve internal college targets as well as ESFA contractual targets relating to Industry Placements

	4. 
	Work to develop external links with employers and other organisations

	5. 
	Contribute to the development of pathways for students based on their intended destination, working as appropriate with other staff with IAG/ careers based responsibilities

	6. 
	Support the college delivery and self-assessment against the Gatsby Benchmarks

	7. 
	Raise student, staff and parent awareness opportunities in, and entitlement to, work experience to ensure all students have awareness of placement opportunities 

	8. 
	Prepare and submit returns for funding bodies

	9. 
	Monitor engagement in work experience across the college, including participation from diverse social groups and report to ALT about numbers partciapting 

	10. 
	Liasion with the college Additional Learning Support department to ensure development of internal and external work experience opportunities for students with SEND

	11. 
	Contribution to the college Tutorial Programme to ensure placement opportunities are considered and students aware of the matching process 

	12. 
	Evaluate and quality assure provision and action plan for sustained improvement. This includes the Self Assessment and Quality Improvement processes

	13. 
	Manage budgets as appropriate, including those in relation to Industry Placements

	14. 
	Oversee record keeping and management of information, including provision of information for the college Management Information Services department, use of the college work experience software and CRM systems as appropriate

	15. 
	Manage a caseload as a Work Experience and Industry Placement Co-ordinator

	16. 
	Ensure the college work experience policy and processes are applied across Shrewsbury Colleges Group, working closely with the Safeguarding team with regards to Safeguarding and PREVENT duties.



	17. 
	Ensure the health and safety of students is paramount at all times, and that all risk assessments, and relevant insurance requirements are in place prior to commencing placement, managing the work of the Work Experience H&S Adviser and where required, conducting workplace assessments as per identified level of risk.

	18. 
	Ensure all inductions and risk assessment processes are conducted effectively


	19. 
	Work closely with the Apprenticeship Manager and Business Development Manager promote the workplace College offer including Apprenticeships to employers, students and parents, in particular considering how work experience processes can support this provision


	20. 
	Oversee peer review and identication of good practice in the post 16 sector to inform quality improvement and work towards an outstanding rating for Work Experience.

	21. 
	Measure the effectiveness of work experience and demonstrate the impact on students, including employment and destination outcomes (e.g. university course of choice).



	22. 
	Shrewsbury Colleges Group actively promotes a ‘safeguarding’ culture. As such, employees are expected to carry out their role and responsibility in relation to student welfare. Employees are expected to access PREVENT and child protection training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of all students. We are committed to ensuring that all employees are supported in respect to their safeguarding duties.

	23. 
	Work flexibly, undertake training and development, and undertake such other tasks as may be required or directed from time to time to meet the needs of the College.



	24. 
	Support and promote the College’s equal opportunity, diversity, health and safety, Prevent and other policies, processes and objectives.



	25. 
	Work positively to suggest and deliver quality improvements for your area. Engage with all quality improvements agreed for implementation from both internal and external sources.



	26. 
	Participate in exam invigilation as and when required.




Person Specification

	Criteria


	Essential
	Desirable

	Knowledge


	· Qualified to Level 3 minimum including Maths and English at Level 2 
· Have knowledge of individual support plan and target setting
· Knowledge of work experience and employability processes


	· Knowledge of Information, Advice and Guidance processes

· Knowledge of T Levels and Industry Placements
· Knowledge of students with SEND, including EHCPs and the SEND Code of Practice

	Skills 


	· Ability to manage and motivate a team

· Ability to manage a budget

· Ability to prioritise workload and competing demands

· The ability to work with other professionals and as an effective member of the team
· Excellent communication and organisation skills

· Conversant with Microsoft Office suite

· A positive, solution-focused approach

· The ability to work effectively within a team


	

	Experience


	· Experience of working in Further Education (including work with A level students)

· Experience of line management

· Experience of working with young people in educational settings

	· Experience of developing employer and other external links

	Special working requirements


	· Commitment to working flexibly, to include some evenings and weekends
· A commitment to ensuring the safeguarding and welfare of children across Shrewsbury Colleges Group.
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