ROLE DESCRIPTION

Post:




Work Experience Placement Co-ordinator
Sector/Section:


As designated
Grade and Salary Range:

Scale 4/5 
Full Time/Pro-rata:


Full time 

Fixed term/Permanent:

Permanent
Line Manager:


Head of Curriculum / Assistant Director / Assistant Principal 
Location:



Based at centres across the College campus
Hours of Work:


37 hours per week. This may include evening and / or 





weekend work.
Purpose and Objectives of Role:
To co-ordinate work experience opportunities ensuring students can access meaningful and relevant placements.





Further Education is continually developing and the rate of 





change is unlikely to slow down. You must therefore be 





flexible to take on changing responsibilities.
Specific duties of the role:

1. To develop relationships with employers and other stakeholders to secure meaningful and relevant work experience placement opportunities.
2. To arrange, monitor and review work experience placements which meet course, study programme and funding requirements.
3. To support the compliance of each work experience placement including parental sign off, health and safety and other relevant compliance checks working proactively and collaboratively with relevant colleagues.
4. To ensure College DBS procedures are followed where / when required.

5. To support employers to understand the benefits and complexities of supporting students in a work environment.
6. To support the induction of students, including health and safety, preparatory and tutorial activities, and act as a central point for employers and students.

7. To provide support for students to maximise participation, learning and successful completion of work experience placements, liaising with College staff to support ‘at risk’ students. 
8. As required, to visit students on work experience placements, obtain employer feedback and report on progress.

9. To work closely with the College’s ALS team so all students are fully supported to access realistic, meaningful, and relevant work experience placements. 

10. To follow College Safeguarding and Prevent procedures, liaising with the College Designated Person where necessary.
11. To support the production of reports to monitor the quality of work experience provision and contribute to the College Self-Assessment Report and Quality Improvement Plan.
12. To organise work experience promotion and information events with respective curriculum area, Marketing, and other relevant colleagues to increase participation rates with students and employers.
13. To accurately record and evidence employer engagement and work experience placement information on the College’s dedicated digital systems.

14. To carry out other duties from time to time within the general scope of the post as required by line manager.

	ROLE RESPONSIBILITIES

Operations/Decision Making

Resources
Responsibility for People

· Plan cycle of work in line with specific duties detailed and in line with Line Manager

Responsibility for Equipment/Materials/Health & Safety/Accommodation

· Maintain safe working practices and undertake any specific duties allocated to you under the College Health & Safety Policies and Procedures

· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you come into contact.

Contact and Relationships

Internal

· All College staff and students

· Work as a member of the team to provide an efficient and effective service to all staff and students

External

· Ensure commitment to customer care at all times

· To maintain and develop a full and co-operative relationship with all establishments to the benefit of learners, employers, and Bury College
· Meet the requirements of members of the public, suppliers, and visitors to the College
Information/Co-ordination

· Maintain confidentiality

· Ensure compliance with GDPR
· Ensure compliance with the Computer Misuse Act 1990

Self and Professional development

· Participate in Staff Review and take opportunities for self development

Quality/Equality of Opportunity

· Meet quality standards set in the Service area

· Take responsibility for continuous improvement in area of responsibility

· Ensure compliance with the Equality Act

	
	Job Evaluation Reference (for office use only




	PERSON SPECIFICATION
	
	    Method of

	
	
	    Assessment

	Work Experience Placement Co-ordinator
	
	

	
	
	

	QUALIFICATIONS
	
	Application Form

	· A good general standard of education including Maths and English Grade A*-C (or equivalent) or Level 2 Literacy and Numeracy is essential
· A Level 3 qualification in a relevant area (or equivalent) is essential
· A Level 2 IT qualification is essential (or a willingness to work towards) 
· Qualified in Work Experience Placement Risk Assessments (IOSH) (or a willingness to work towards within 12 months of confirmed start date as required)

	
	

	
	
	

	EXPERIENCE
	
	Application 

	· Recent industrial experience (within the last 3 years) in a relevant occupational setting is essential

· Experience of delivering services to meet targets, outputs, deadlines and quality standards

· Experience of working in an education or training environment is desirable
· Experience of using Microsoft Office applications and email
· Experience of using College information systems is desirable

	
	Form/Interview

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Application 

	· Ability to maintain accurate records and complete documentation to a high standard
· Understanding of national and local developments in relation to work experience and employability skills
· Ability to produce reports for management

· Excellent communication skills to communicate with employers to match needs and skills
· Ability to work both independently and as a member of a team

· Ability to manage deadlines and prioritise workloads
· Ability to work under pressure
· An understanding of safeguarding and its importance within the College, together with a commitment to creating a safe learning/working environment
	
	Form/Interview

	
	
	

	PERSONAL QUALITIES
	
	Interview

	· Personal credibility and commitment to customer care

· A flexible approach to working

· A committed and enthusiastic approach to working
· Empathetic to the needs and career aspirations of students


	
	

	SPECIAL REQUIREMENTS
	
	Application 

	· Candidates must have a full driving licence, relevant business insurance and access to their own vehicle
· Able to work evenings/weekends if required


	
	Form/Interview


