	Shrewsbury Colleges Group
Job Description
	


	Job Title:


	Preparation for Adulthood Co-ordinator
	Post No:
	

	
	
	
	

	Faculty/

Directorate:
	Curriculum Support
	Dept/Team
	Additonal Learning Support (ALS)


	Reports to    (job):
	Additional Learning Support Manager

	
	

	Responsible     for (jobs):
	None


Job Purpose

	To support students with ALS needs to develop independence including Life Skills, Financial Skills and Employability Skills


Main Responsibilities

	1. 
	To deliver a range of bespoke short courses to current students, as part of an outreach service to year 9-11 students and working in conjunction with other local providers

	2. 
	To source and arrange work experience placements for students with ALS needs

	3. 
	To act as a job coach for students with ALS needs

	4. 
	Ensure the effective delivery of Work Experience and Industry Placements achieving  internal college targets as well as ESFA contractual targets relating to Industry Placements

	5. 
	Agree targeted work experience objectives for students.



	6. 
	Maintain up to date accurate records for Work Experience, using the online Work Experience software, as well as college systems



	7. 
	Fully utilise and update the college employer CRM system, working in liaison with the Agency Administrator, the Business Development Manager and the Apprenticeship Manager.



	8. 
	Attend regular Work Experience team meetings

	9. 
	Ensure students are fully prepared for Work Experience and Industry Placement 



	10. 
	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.



	11. 
	Undertake placement review visits as agreed with curriculum teams.



	12. 
	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, working in conjunction with the Work Experience H&S Adviser and where required, conducting workplace assessments as per identified level of risk.



	13. 
	Ensure all inductions and risk assessments and control measures are agreed with employer, student and parent (if applicable) and fully understood. 



	14. 
	Where individual student risk assessments are in place, facilitate communication between staff, students and employers (with appropriate permission) to ensure the needs of the students are fully met.



	15. 
	Fully utilise and update the college employer CRM system, working in liaison with the Agency Administrator.



	16. 
	Work closely with the Apprenticeship Manager and Business Development Manager to refer links for training opportunities and promote the workplace College offer including Apprenticeships to employers.



	17. 
	Measure the effectiveness of work experience and demonstrate the impact on students, including employment and destination outcomes (e.g. university course of choice).



	18. 
	To work closely with the Emotional Health and Wellbeing team on the transition of students to college.

	19. 
	To work flexibly to meet the needs of students as directed by the Additional Learning Support Manager.

	20. 
	To undertake training and development and tasks as may be required or directed from time to time to meet the needs of the College.

	21. 
	To support and promote the College’s equal opportunity, diversity, health and safety, Prevent and other policies, processes and objectives.

	22. 
	To work positively to suggest and deliver quality improvements. Engage with all quality improvements agreed for implementation from both internal and external sources.

	23. 
	Shrewsbury Colleges Group actively promotes a ‘safeguarding staff, children and adults with care and support needs’ culture. As such employees are expected to carry out their role and responsibility in relation to a child’s or adults with care and support needs welfare and the welfare of their colleagues. Employees are expected to access child protection and Prevent 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 its students or staff, including apprentices aged 16 - 18. We are committed to ensuring that all employees are supported in respect to their safeguarding children, adults with care and support needs and Prevent duties.


	24. 
	Participate in exam invigilation as and when required.


Person Specification

	Criteria


	Essential
	Desirable

	Knowledge


	· Qualified to at least Level 3
· Trained to deliver job coaching and travel training to students with ALS (or a willingness to undertake training)

· An understanding of a range of additional needs of students e.g. Dyslexia, ASD, sensory impairments etc

· Maths and English qulaifications to at least level 2
· Have knowledge of individual support plan and target setting
· Have good knowledge of a range of study skills and how to help students implement them.
· Experience of delivering Independent living skills such as: Earning and spending money;Keeping track of your money; Making financial choices; A place of your own; Health and wellbeing; Cooking on a budget; Practical cooking skills; Career management; Preparing for the world of work

	· A teaching qualification
· Qualified to Level 4 or above

· Knowledge of assistive technology and good practice in FE and HE 
· Knowledge of safeguarding and challenges related to Emotional Health and Well Being 

· Knowledge of the transition process (Moving On plans, EHCPs, Graduated Suport Plans) for students applying to college

· 

	Skills 


	· Ability to prioritise workload and competing demands

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

· A supportive and understanding approach to students with SEND/ ALS, focusing on progression and learner independence including study skills
· Excellent communication and organisation skills

· Conversant with Microsoft Office suite

· A positive, solution-focused approach

· The ability to work effectively within a  team

	· The vision to develop innovative, technology-based support interventions



	Experience


	· Experience of working with young people with learning difficulties/disabilities, including ASD, Asperger’s syndrome, ADHD, physical impairments 
· Demonstarble ability to lead group activities

· Experience of working with other staff to help students progress within education 
	· Experience of undertaking review meetings in schools and other partners as part of a multi-agency team
· Experience of working in Further and/or Higher Education 

· Proven use of assistive technology in education

· Experience of organising work experience placements

· Experience of delivering a life skills programme



	Special working requirements


	· Commitment to working flexibly, to include some evenings and weekends
· An empathetic approach with prospective students, parents and carers

· A clear, logical approach with adherence to College policies and procedures
· A commitment to ensuring the safeguarding and welfare of young people and adults with care and support needs at Shrewsbury Colleges Group.

	


	
	
	

	
	
	



