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JOB DESCRIPTION 
________________________________________________________________________

BUSINESS DEVELOPMENT

JOB DESCRIPTION FOR THE POST OF:
Security Project Co-ordinator - SRP





PAY GRADE:





Scale 5, Spine Points 19-22 
RESPONSIBLE TO:  




Team Leader
LOCATION:
UCG Campuses
JOB SUMMARY
To be responsible for the successful development, coordination, implementation, monitoring and reporting outcomes of the Security Employment and Skills Programmes across UCG campuses within the Business Development Department.  To provide support to staff, learners and key stakeholders, and providing assistance to the Head of Operations as required to ensure successfully achieve all performance targets, objectives and outputs.

MAIN DUTIES AND RESPONSIBILITIES 

1. To prepare all baseline paperwork for starts and enrolments, verifying and completing all essential documentation with clients in preparation to be inputted into MI System;
2. To undertake and maintain referrals of clients from outreach workers, external agencies and contact potential applicants to invite in for assessments, interview and inductions as required; 
3. To monitor referrals against actual target enrolment numbers and follow up with the work coaches and other referral agencies and provide weekly management updates to action as required;
4. To organise initial assessments for clients in liaison with Curriculum Managers;
5. To organise on boarding arrangements for clients and participate in on-boarding activities including IAG, eligibility checks, enrolment paperwork completion and start dates;
6. To collate, organise paperwork for internal and external inductions; 
7. To ensure learners are aware of their obligations once they are confirmed and enrolled on their programmes;
8. To monitor clients on-programme through creating, monitoring and amending all weekly registers and ensuring accurate registered are maintained and all paperwork relating to exit activities are completed; 
9. To actively check registers/attendance daily (online and classroom) communicating the outcome with Curriculum Managers; 
10. To support curriculum staff in organising induction programmes, as agreed with Deputy Director/Curriculum Managers, if requested, contribute to the induction; 
11. To contact outreach workers, key stakeholders to update on all referral and outcomes of client activity, including weekly updates as required to various work coaches regarding their claimants and feedback on appropriate actions;
12. To maintain accurate Learner Files with all relevant paperwork to the specific programme (referrals, enrolments, in learning: ILPS, Progress Reviews, Exit Reviews, Job Outcomes, Registers, achievement records and certificates and withdrawal data); 
13. To close down learner files on completion of a programme and ensure all learner files are checked for all relevant audit documentation in preparation for scanning to the GLA or for sampling by ESFA; 

14. To contribute to the audit process as directed to ensure compliance with all funding and audit requirements;
15. To input, maintain monitor and manage the student global student tracker to ensure all student details are accurately recorded and statistical data can be produced in a timely manner;
16. To produce monthly monitoring reports on all programme activities for both internal and external stakeholders, as directed;
17. To check all learners are registered with the relevant Awarding Bodies, 
18. On completion of programme, to accurately record all outcomes for inputting onto Prosolution
and liaise with Exams and Compliance Officer to ensure certificates are claimed from Awarding Bodies;
19. To report and notify clients of ‘end of program outcomes’ - examination results and, on receipt of certification, record, copy and send to the learner;
20. To report to JCP work coaches, other referral agencies etc. customers’ attendance, timekeeping, behavioural issues, achievements and job outcomes; 
21. To compile documents of attendance and behaviour issues and communicate to JCP individual work coaches especially those mandated to do the course (skill conditionality customers- which attracts benefit sanctions for non-participation);
22. To produce professional, clear and accurate responses to all communications (emails, telephone calls, letters) on behalf of Business Development; 
23. To use systems of handling any data specific to the team using appropriate software, such as Excel, Access or Prosolution; 
24. To maintain effective systems of storing and retrieving data, confidential papers and reports to enable prompt retrieval; 
25. To deal with all clients, external and internal stakeholders in a professional manner.
Specific Responsibilities
1. To take lead responsibility to coordinate all security related provision, including full cost; 
2. To achieve agreed performance targets, outcomes and outputs;
3. To assist students in their applications of Security Industry Licences;
4. To liaise with external authorities relating to licencing issues;
5. To organise and prepare the return of examination returners (written and verbally); 
6. To regularly brief the JCP work coaches and other referral agencies of the various programmes and the required assessment levels needed to enrol onto them. To assist JCP work coaches with their claimant referrals and to establish suitability of those claimants for the courses on offer;
7. To support the implementation of regular changes on Employability Skills Provision; 
8. To ensure a thorough knowledge and understanding of all relevant compliance, performance and target requirements for identified programme to ensure that external and internal targets and KPIs are fully met
9. To keep up to date and be fully cognisant of all funding streams and rules including all data, funding and 

eligibility requirements; 
10. To train new members of staff on Employability Skills Provisions and support/assist other work colleagues on activities regarding JCP provisions; 
11. To operate within current Quality Assurance systems and contribute to continuous improvement; 
ADDITIONAL DUTIES
1. To work effectively and collaboratively, as a team, within Business Development to ensure all business aims and objectives are met;
2. Where necessary, to assist designated members of the team with general administrative duties, whilst ensuring that own work is sufficiently prioritised and completed appropriately;
3. To undertake training and constructively take part in meetings, supervision, seminars and other events designed to improve communication and assist with the effective development of the post and post-holder;  
4. To undertake regular reviews about performance of duties with the Team Leader;
5. To ensure that duties are undertaken with due regard and compliance with the Data Protection Act and other legislation;
6. To carry out duties and responsibilities in accordance with the UCG Health and Safety Policy and relevant Health and Safety legislation;
7. To be pro-active in helping to create a positive, inclusive ethos that challenges discrimination and promotes equality and diversity;
8. You may be required to undertake other duties commensurate with this post.

PERSON SPECIFICATION:
 Business Project Coordinator SRP
	Criteria
	Essential
	Desirable

	Professional Knowledge and Experience
	
	

	1. A level 4 qualification or above
	· 
	

	2. Minimum of 3 years’ experience of self-employed systems such as on-boarding and payroll. 
	· 
	

	3. An SIA licence / front-line experience.
	· 
	

	4. Excellent administrative, filing skills and accuracy and attention to detail
	· 
	

	5. Excellent customer service manner and interpersonal skills with the ability to relate and communicate successfully to internal and external stakeholders/clients and members of the public
	· 
	

	6. Proven organisational skills to ensure that the range and responsibilities of the administrative functions are undertaken effectively
	· 
	

	7. An understanding of  Security Apprenticeships 
	· 
	

	8. Some Knowledge and understanding of funding streams and eligibility requirements
	· 
	

	Technical Competences and Skills
	
	

	9. Knowledge of MS Office packages (including Word, Excel and Outlook) 
	· 
	

	10. Ability to interpret and analyse date and produce reports
	· 
	

	11. Numerical skills at a level to maintain and sustain reliable administrative support
	· 
	

	Interpersonal and Communication Skills
	
	

	12. Strong communication skills, both orally and in writing
	· 
	

	13.  Ability to organise own work and work effectively under pressure and the ability to identify issues and problems and take the appropriate action
	· 
	

	14. Ability to take initiative in support of managers and work as a member of a team and to liaise effectively with colleagues
	· 
	

	Additional Requirements
	
	

	15. An understanding of, and commitment to, the College’s Equal Opportunities Policy together with practical ideas for its implementation in this post
	· 
	

	16. Understanding of the College’s responsibilities and procedures for safeguarding young people and vulnerable adults
	· 
	


The job description is current as of the date shown below.  In consultation with the post-holder, it is liable to variation, to reflect or anticipate changes in the job.

An Enhanced Disclosure will be requested of the successful candidate.

Disabled candidates meeting the essential criteria are guaranteed an interview.
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