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Job Description
Directorate/Division: Student Services





 
Title of Job:
Work Experience Coordinator 



Responsible to:

Work Experience Manager 
Key Purpose:
 Responsible for the co-ordination of high-quality work placement opportunities for learners on 16-19 study programmes. Actively seeking new, high-quality placement opportunities, as well as being the key point of contact for employers whilst they host students on work placements. This role requires liaison with learners, employers, curriculum staff to ensure that students participate in high-quality and productive work experience programmes.
Grade:




Location:


Cross College-Group
	MAIN DUTIES AND RESPONSIBILITIES 



1. Visit potential or new placement providers to continually expand the range of placements for our students, and to conduct health and safety audits and risk assessments

2. Meet deadlines reliably and work to a high standard, maintaining full confidentiality about all college matters at all times.

3. Co-ordinating work experience systems and processes, meeting the requirements of 16-19 study programmes. Provide placement presentations for cohorts where requested

4. Playing an active role in the marketing and promotion of the College, with particular emphasis on liaison with external partners, employers, and other key agencies. 
5. Developing new, high-quality placement opportunities and ensuring that communication with employers is timely, effective, and contributes to high employer satisfaction.
6. Liaising with the subject area managers, teaching staff, and assessment teams to ensure that work placements provide appropriate opportunities for learners to develop and be assessed in both core employability and technical skills relevant to that industry or vocational sector. 

7. Keeping and maintaining a database of past, current, and potential work placements and monitoring learners whilst they are on work experience placements.
Additional essential responsibilities:

1.
To undertake any training relevant to the efficient delivery of any of the above duties and to take responsibility for the post holders own professional development.

2.
To undertake any such other, broadly analogous task as the Principal or their delegate may from time to time determine, or the demands of the College may require.

3.
To carry out the above duties at all times with the College’s Equal Opportunities, Health and Safety, No Smoking and Quality Management Policies.

4.
To carry out his/her duties and responsibilities at all times with due regard to the College’s Safeguarding, Equal Opportunities, Health & Safety, No Smoking and Quality Management Policies.

Special Conditions

1.
The nature of this post means that the post holder may need to travel from time to time to all the College centres and to other external venues

2.
The post holder will be contracted to work for a defined number of hours per week but it is a requirement of this post that the holder will flex these hours to reasonably meet external needs which may include working evenings and weekends.

3.
This post falls within the scope of the regulations requiring a Disclosure & Barring Service (DBS) check.

This job description is current at the date of issue. As and when the work of the College develops or changes so the areas of responsibility may be subject to change, and the job description will be reviewed. Such changes will, in the first instance, be made in consultation with the post holder. 

	Person Specification – Work Experience Coordinator 
Minimum requirements of the post, with an indication of how these are to be assessed.

	1
	Education/Qualifications
	Essential
	Desirable

	1.1
	Degree, or equivalent professional qualification
	
	(

	1.2
	Maths and English at grade 4 or above
	(
	

	2
	Experience/Knowledge
	
	

	2.1
	Demonstrates excellent professional practice in sales/recruitment and working positively with employers and students to achieve results
	(
	

	2.2
	Demonstrates excellent customer service and a consistent and strong bias to action and taking accountability for delivery of results
	(
	

	2.3
	Demonstrates strong ability to analyse and understand data and information
	
	(

	3
	Skills/Abilities
	
	

	3.1
	Relentless focus on students, making sure they are our first priority and achieve their full potential
	(
	

	3.2
	Strong written and oral communication skills, including the ability to present issues clearly and concisely to a wide variety of audiences
	(
	

	3.3
	Good organisational and administrative skills
	(
	

	3.4
	Able to maintain standards and good management of learning situations
	(
	

	4
	Qualities/Genuine Occupational Requirements
	
	

	4.1
	Enthusiastic and able to inspire students and clients


	(
	

	4.2
	Prepared to participate in new developments and contribute professional advice
	(
	

	4.3
	To have an understanding of, and commitment to

Equal Opportunities in   practice.


	(
	

	4.4
	In addition to candidates ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 

· Motivation to work with children and young people;   

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;   

· Emotional resilience in working with challenging behaviours; 

· Attitudes to use of authority and maintaining  discipline;
	(
	


