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ROLE PROFILE

	General Details

	Role
	Project Search Tutor

	Vacancy Number
	VN0210/26

	Department
	High Needs

	Reporting to
	Learner Manager

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	35 hours per week, 39 weeks per year

	Salary
	£22,171.57

	Terms & Conditions
	Business Support

	DBS
	Enhanced



Our Vision is to be a world class college underpinned by our core values of  ambition, respect and connection

Our Mission is to deliver the highest quality of education and training for our communities.

The Role
The purpose of this role is to:
· To be the main staff member responsible for the progress of Telford College students on the Supported Internship programme based at one of our partner employers - Kuehne + Nagel and Capgemini and Hoshizaki. 

· The Supported Internship programme is a one-year transition to work model for students aged 18 and over who are supported by an EHCP, with a learning disability or autism. 


Main Duties and Responsibilities
The successful applicant will be expected to:
· To co-ordinate the delivery of a transition to work programme for young adults with a learning disability.

· To use job coaching techniques to support young people’s development whilst on their placement.

· To deliver short employability sessions at the start of each day to prepare the students for their work placements and future employment.

· Oversee student Enrolment and Induction processes.

· Ensure that each student has access to appropriate work experience rotations within the employer.

· Contribute to the job coaching of interns on rotation.

· Assess the needs of young people on the programme and make referrals to appropriate support services for training and successful employment.

· Develop opportunities that will increase job specific skills, work quality and productivity.

· Perform specific workplace analysis, job analysis, task analysis, and job matching activities.

· Support the workplace in making reasonable adjustments for interns whilst on rotation.

· Maintain student learning plans, setting appropriate long-term goals and short-term targets with students based on participation, skill development, attitude, etc. Review Individual Learning Plans regularly and record progress.

· Develop Personal Profiles with each student to include evidencing of skills attained and letters of recommendation from internship sites.

· Plan and implement twice termly employment planning meetings for each student participant with appropriate parties including adult services representatives and parent/career/keyworker.

· Communicate with parents on a regular basis around progress on the programme and areas where their support is needed.

· Support learners in identifying realistic progression routes and help them to make applications as appropriate.

· Organise the agenda with the Business Liaison lead for the steering group meetings and produce minutes/action notes for the meeting.

· Attend appropriate Project SEARCH team meetings.

· Contribute to college admissions events and schedule, plan and implement Project Search Open Houses to publicize the program and recruit potential students.

· Communicate regularly with business liaison, job coach and job developer for student progress and issues and coordinate the operational meetings on site to discuss issues.

· Participate in CPD relevant to your current role, as identified through the Professional Development process, in order to update your knowledge of your subject both practical and theory.

· Discuss annually at your Professional Practice Review how your performance can be improved and where appropriate agree what actions can be taken for further improvement

· Ensure that records of attendance and progress are kept up to date on college systems, including setting of student targets.

· Collect data on student outcomes including jobs gained, wages, hours worked per weeks, benefits taken, etc, in line with college systems and Project SEARCH requirements.

· Maintain the definitive course file for Project SEARCH.

· Contribute to reviews processes for EHCPs and Looked After Young People as required.

· Participate in the college’s quality processes around teaching and learning, including Professional Development and learning communities.

· To work at all times according aims/policies of the College and Provision.

· To assist in the training and professional development of colleagues as required.

· To undertake broadly similar duties commensurate with the level of post as required by the senior leadership which may involve working with other students or departments within the college.

· To carry out any reasonable administrative or supportive role in line with the post.

· Identify the financial, health and safety, equality, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.

· 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.

· Participate in Exam Invigilation as appropriate.

· Carry out all the duties in the context of the practical application of the College’s equal opportunities policy and acting responsibly at all times in order to maintain the health and safety of yourself and others.

· Telford College 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.
Other Corporate Responsibilities
· Reflect the vision, mission, aims and values of the College.
· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Continually improve teaching, learning and assessment through proactive CPD and sharing best practise.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.
· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.
· Carry out such other duties as may reasonably be required from time to time.
This role profile is current as the date shown. It is liable to variation to reflect changes in the role.








PERSON SPECIFICATION


EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	C =
	Certificate

	Or a combination



	
	Essential
	Desirable
	Evidence

	1. Level 3 education and training qualification or willingness to work towards
	
	✓
	A/C

	2. Ability to deliver short employability sessions to prepare students for their work placements and future employment
	

	✓
	A/I

	3. Knowledge of how to support students with additional learning support needs
	
	✓
	A/I

	4. Strong, positive interpersonal and communication skills and levels of emotional literacy
	✓

	
	A/I

	5. Ability to prioritise a complex workload and meet deadlines
	✓
	
	A/I

	6. Effective IT skills
	✓

	
	A/I

	7. Ability to use own initiative and develop creative ways to support students
	✓

	
	A/I

	8. Team working skills
	✓

	
	A/I

	9. Experience of working with young people with Additional Learning Support needs
	✓

	
	A/I

	10. Experience of working with a diverse range of people
	✓

	
	A/I

	11. Absolute commitment to the vision of becoming an outstanding, inclusive college with students at the centre of thinking
	✓
	

	A/I

	12. Ability to work under pressure
	✓
	
	A/I

	13. A commitment to ensuring the safeguarding and welfare of children and young people at Telford College
	✓
	
	A/I

	14. Knowledge of processes involved in supporting students with Additional Learning Needs, such as contributing to EHCP reviews
	

	✓
	A/I

	15. Knowledge on supporting students with additional needs in the workplace
	
	✓
	A/I

	16. Job Coaching qualification
	
	✓
	A/I

	17. Ability to engage with a wide range of diverse people with varying needs
	
	✓
	A/I

	18. Ability to work under pressure without close supervision
	

	✓
	A/I

	19. Experience of working on Employability themes in Further Education
	
	✓
	A/I

	20. Job coaching experience
	
	✓
	A/I

	21. Experience of assessing student’s readiness for employment and planning to develop readiness
	
	✓
	A/I

	22. Level 2 qualifications (GCSE A* - C, or equivalent) in Maths and English or a willingness to attain these qualifications with support of the College
	✓
	
	A/C



            



ADDITIONAL INFORMATION
Conditions of Appointment
All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks
The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.
Equality and Diversity 
The College is an equal opportunities employer and encourages applications from all sections of the community.
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
Safeguarding
The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
Location
The postholder will be required to carry out their duties on the College premises.
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