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ROLE PROFILE

	General Details

	Role
	Employment and Skills Mentor

	Vacancy Number
	VN0181/26

	Department
	Partnerships and Employer Engagement

	Reporting to
	Learner Manager Adult Skills

	Responsible for
	None

	Place of work
	Telford College, with travel across Shropshire

	Tenure
	Fixed Term

	Hours/FTE
	37 hours per week (including some Saturdays) 

	Salary
	£31,174

	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:
· The Employment and Skills Mentor will play a key frontline role in the launch and delivery of Telford College's new Youth Hub, based within the Skills Shop in Telford Town Centre. The Hub provides dedicated support for young people aged 16-24, helping them move towards employment, apprenticeships, education or training.
· Working directly with young people, the post holder will manage a caseload and provide practical, personalised employability support - building confidence, identifying and overcoming barriers, developing CV and interview skills, supporting job search and applications, and connecting participants with employers, vacancies, work experience, apprenticeships and training opportunities.
· This is a proactive, people-focused and outcomes-driven role for someone who can build positive relationships, motivate young people and help them turn their goals into realistic next steps. Support will be delivered through one-to-one mentoring, group activity, outreach and close partnership working with DWP Work Coaches, employers and community organisations, with a clear focus on progression into sustainable employment, education or training.
Main Duties and Responsibilities
The successful applicant will be expected to:
1. Caseload Management, 1:1 and Group Delivery
· Manage a caseload of participants, maintaining regular contact to drive engagement and progression
· Deliver regular structured one-to-one sessions to support participants into employment, education or training
· Plan and deliver group-based employability sessions, including job clubs, workshops and skills sessions
· Develop, implement and review individual action plans for 100% of participants, ensuring they are updated at each intervention
· Support participants to complete a minimum requirement of work-related activity including job search, work experience, volunteering or sector-based programmes 
2. Employability Delivery and Progression
· Deliver practical employability support including: 
· CV writing and applications
· Interview preparation and mock interviews
· Job search and digital job matching
· Support progression into: 
· Employment
· Apprenticeships
· Further education or 
· Provide support to participants with in-work development, helping them to sustain long-term employment.
· Ensure all participants gain an improved understanding of recruitment processes and labour market opportunities 
3. Barrier Removal and Holistic Support
· Identify and support participants to overcome barriers including: 
· Confidence and motivation
· Mental health and wellbeing
· Housing, financial and social challenges
· Work collaboratively with internal teams and external partners to provide wraparound support
· Ensure all participants are linked to appropriate support services where required 
4. Outreach, Engagement and Inclusion
· Deliver outreach activity across the community, including targeted areas and priority groups
· Support engagement in hub activity through attendance at: 
· Jobcentre Plus sign-up days
· Community venues and events
· Recruitment and engagement sessions
· Ensure inclusive delivery and apply reasonable adjustments to support participants with additional needs
5. Employer Engagement and Opportunities
· Proactively engage with employers, Jobcentre Plus and partners to: 
· Identify live vacancies and opportunities
· Promote participants and secure interviews
· Support job matching and recruitment activity
· Contribute to employer-led sessions, job fairs and sector-based events
6. Performance, Data and KPI Accountability
· Be accountable for achieving contractual and internal Key Performance Indicators (KPIs), including: 
· Participant engagement and starts
· 100% completion of agreed action plans
· Progression into sustained employment, education or training
· Support delivery against programme targets, including: 
· High levels of participant engagement across the programme
· Contribution to progression outcomes (e.g. employment or training outcomes) 
· Maintain accurate, real-time records of all interventions, activity and outcomes
· Produce timely reports and updates for management and partners
· Ensure all data is compliant with funding, audit and reporting requirements
7. Quality and Continuous Improvement
· Support delivery of a structured timetable of activity, including workshops, job clubs and partner sessions
· Gather participant feedback and contribute to insight surveys at key stages of the programme
· Contribute to quality improvement processes including SAR and action planning
· Promote consistency and best practice across the team
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 2 (or equivalent) in English and Maths
	ü
	
	A/C

	
2. Relevant qualification in employability, advice and guidance or similar or a willingness to undertake

	ü
	
	A/I

	
3. Experience of working in employability, recruitment or progression-focused roles

	ü
	
	A/I

	
4. Experience supporting individuals into employment, education or training outcomes

	ü
	
	A/I

	
5. Experience managing a caseload and working to targets/KPIs

	ü
	
	A/I

	
6. Experience delivering one-to-one support/mentoring

	
ü
	
	A/I

	
7. Experience delivering group sessions, workshops or job clubs
	
ü
	
	A/I

	
8. Experience of outreach/community-based engagement

	ü
	
	A/I

	
9. Experience working with individuals facing barriers to employment

	ü
	
	A/I

	
10. Knowledge of employability skills and recruitment/job search processes

	ü
	
	I

	
11. Understanding of barriers to employment and how to overcome them

	ü
	
	I

	
12. Ability to engage, motivate and build relationships with participants

	ü
	
	A/I

	
13. Ability to work with employers and external partners to secure opportunities

	ü
	
	A/I

	
14. Ability to manage workload and meet deadlines and performance targets

	ü
	
	A/I

	
15. Strong communication and interpersonal skills

	ü
	
	A/I

	16. Good IT skills, including data tracking and reporting
	ü
	
	A/I

	
17. Ability to analyse and report performance data

	
	ü
	A/I

	
18. Knowledge of safeguarding, equality and inclusion in practice

	ü
	
	A/I

	
19. Ability to work flexibly across locations, including outreach delivery

	ü
	
	A/I

	
20. Full UK driving licence and access to transport

	ü
	
	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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