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	Role Title
	ESOL Single Point of Contact Coordinator

	Job Family
	Community Participation/ Strategy, Design and Communities

	Competency Level
	Principal Officer/Manager

	Pay Range / Scale
	PO3

	Purpose

Working within the newly established ESOL Single Point of Contact, to develop and deliver specialist support, being the first point of contact for learner and referral organisations.  To gather and provide information regarding ESOL provision, ensuring that residents are supported to access appropriate courses, schools and partner organisations are fully informed, and that learner views and other data are collected effectively. To be responsible for data gathering and analysis to inform service development and to provide monitoring information on outcomes to SMT and partner organisations.
To ensure relevant legislation, regulations and policies are complied with.


	Generic Accountabilities
	End Results/ Outcomes

	Provide advice and make recommendations based on up to date knowledge and analysis / evaluation of information.

Manage escalated or complex customer issues within the relevant area.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.

Issues are managed through to a satisfactory conclusion.
Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and center of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Manage a portfolio of Projects and Reviews.
Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.


	Job Specific Accountabilities:

	Design and develop smooth referral processes as well as strategies to maintain high levels of engagement with minority linguistic communities. Lead on strategies to support to migrant residents with an ESOL need in the borough, in alignment with ESFA/DfE/MHCLG frameworks.

	Develop and maintain referral processes for learners into ESOL and related programmes, in partnership with other agencies and agreed by Communities/SPOC management. Be the specialist contact for information on ESOL for referral organisations, staff and vulnerable residents. Develop, update and maintain the Waltham Forest ESOL Website. Be responsible for the successful running of advice sessions in collaboration with organisations working with minority linguistic communities, including community organisations, statutory services and employers. 

	Improve understanding relating to the ESOL strategy and suitable pathways in the sector, including funding eligibility rules and quality assurance frameworks.

	Develop and maintain the Waltham Forest ESOL pathway maps to ensure smooth referral processes and high levels of engagement from the community, particularly for residents at risk of exclusion. Use the pathway maps, as well as funding eligibility rules and quality assurance frameworks, for information and training purposes with ESOL advisor and partner organisations. 


	Manage the ESOL Advice Service operations, abiding by relevant duties including safeguarding and GDPR.

	Ensure the smooth running of regular and bespoke advice sessions, including the use of effective referral mechanisms to support residents experiencing a high number of barriers to engagement. Supervise the ESOL Advisor. Liaise with local partners to ensure protocols are observed and enrolment rates are monitored. Identify changes in service delivery if needed.


	Develop and maintain robust partnerships and relationships between the ESOL SPOC, local ESOL providers, the Voluntary Community Sector and other services, e.g. Social Prescribing/NHS.


	Represent the service and deputise for the Service Manager on strategic and operational groups. Provide high quality training and briefing to ESOL advisors and local partners and act swiftly to address operational problems as they arise. Lead on the mapping of ESOL provision in the local authority and update regularly as the landscape changes.


	Lead the evaluation and marketing of the ESOL Advice Service 

	Conduct regular evaluation of the service and commissioned provision, setting appropriate baselines, reviewing periodically and producing a detailed termly evaluation report.
Provide statistical reports that include residents’ demographic data, numbers of assessments, relevant outcomes, options and support services used.

Work with other agencies to acquire information and improve the current offer to residents across a range of providers.

Analyse statistical data to identify and report on under-represented groups who require targeted engagement and use to identify necessary changes in service delivery. 
Provide regular updates, through presentations and team meetings, to Council staff, the ESOL Steering Group, other stakeholders and outside organisations. 
Produce service publicity and case studies as appropriate, including for bespoke advice sessions and commissioned provision. 


	Act as in-house expert on ESOL pathways in the borough, scanning statutory and VCS sectors for best practice and institutional learning.

	Make and maintain a wide range of contacts across London with comparable ESOL services and providers.
Use institutional learning to inform training and process development.



	Nature of Contacts 

ESOL SPOC Manager, Head of Service and other Senior Managers, ESOL Steering Group, ESOL learners and potential learners, referral organisations, statutory services, Council staff and local delivery partners.

Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.

Deal with people at all levels confidently, sensitively and diplomatically.


	Procedural Context

	Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.

Decisions will be made based on Council procedures.
Occasionally the post will be expected to work from other locations



	Key Facts and Figures
The service has the following functions, which the post-holder will be expected to lead or contribute to, as deemed appropriate by the Senior Programme Manager: 

· Offers a bespoke service to organisations and businesses which work with groups of people who would like to improve their English Language (ESOL) 

· Work with ESOL providers to help to place learners into existing classes and improve local provision
· Collecting and sharing relevant data regularly and in a timely manner with key stakeholders, including providers, to facilitate the commissioning of additional provision, either using existing funding with providers

· Commission ESOL provision using programme funding where unmet need is identified 

· Collect, analyse and disseminate data on the profile of ESOL learners generally in quarterly reports
· Facilitate partnership working between providers and key stakeholders to reduce duplication, improve the progression pathways for ESOL learners, increase knowledge of funding available for ESOL, and similar activities which increase the options and quality of provision for ESOL new and existing ESOL learners. 




	Resourcing
Budget Responsibilities: Nil
Supervisory Responsibilities:  ESOL Single Point of Contact Advisor (P02)


	Knowledge, Skills and Experience 

Essential: 

Project management experience in the community or education sectors

Strong understanding of migrant residents’ needs and the barriers they are facing in accessing services

Excellent written and oral communication skills 

Report and present to a range of audiences

Be able to manage multiple tasks and projects to given deadlines 

Maintain accurate records

Experience of monitoring budgets and raising POs

Excellent IT and web skills, including the ability to use MS Office Word, Excel and Outlook

Desirable:

Experience of teaching/assessing ESOL in the UK 

Advice and guidance qualifications and experience or project management qualifications

This post is exempt from the Rehabilitation of Offenders Act and will require an Enhanced DBS.

	Indicative Qualifications
Bachelor’s Degree 
ESOL qualifications, e.g. Cambridge CELTA or Trinity Certificate in TESOL, PGCE/PGDE with ESOL subject specialism,

Diploma in Education and Training (DET, previously DTLLS) desirable

Evidence of Continuous Professional Development

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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