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Job Description
Department: 
Business Development





 
Title of Job:

JCP Coordinator


Responsible to:     Employer Engagement Manager  (Business Development Dept)

Key Purpose:

Within the context of the College’s commitment to providing quality education for all, to be responsible for the coordination of key stakeholder’s activities and other referral agencies to promote the Business Development Department Provision. 

Conditions of Service:
As set out in the UCG support Staff contract

Grade:



SO1 Scale 26 - 29
Location:


All campuses across the Group
	MAIN DUTIES AND RESPONSIBILITIES 



1. To lead in the development and growth of the Business Development Department Employment and Skills provision with an overall objective of the service becoming a model of good practice, positioning the college well for future contracts and programmes with JCP and other key stakeholders working to secure sustainable employment for people who are currently unemployed.
2. In conjunction with the line manager coordinator performance indicators for outreach staff, monitoring number of referrals to actual enrolments against specific programmes and follow up with them on no shows and report back to line manager on outcome.
3. To undertake responsibility of assigned staff to ensure they work to key performance indicators.
4. To provide accurate and timely collection of data in preparation for audit.

5. To develop and maintain constructive and proactive working relationships with JCP senior managers, centre-based managers and work coaches to ensure that the provision consistently meets agreed targets.

6. To support of senior colleagues in the Business Development Department to facilitate and develop links with all leading referral agencies and JCPs in the boroughs of London, to maintain, support and develop strong collaborative partnerships.

7. In collaboration with the Business Employment Engagement Manager and Outreach workers, to liaise directly with the JCP advisers and other referral agencies to manage customer referrals to the Business Development Provision and other programmes with the United Colleges Group.

8. To coordinate assessments for all customers either on college premises, sub-contractor locations or within the Job Centres to establish the suitability of the customers for the courses on offer.

9. To coordinate the collation of assessment outcomes and report back to the JCP, other referral agencies as required and Business Development Employment and Skills Team after each assessment.
10. To support the enrolment and induction process as assigned/directed for employment and skills programmes
11. To ensure customers are aware of their obligations once confirmed and enrolled on their programmes.

12. To liaise with line manager to coordinate timetable staff resource to ensure that the provision runs effectively and efficiently.

13. To monitor attendance and report back to internal and external parties when action is to be taken.

14. To document all cases of failure to comply, communicating to stakeholder on attendance and behavioural issues 

15. To monitor weekly registers and attendance and collate into a report for the Dept. Directors of Business Development.

16. To work with the JCP, outreach team, Dept. Directors and Business Employer Engagement Manager to identify, plan, and deliver new Employment and Skills Provision.

17. To support the coordination of Employment and Skills Provision screening activities as directed.

18. To work to key performance indictors on number of referrals and actual enrolments.

19. To support the coordination of Meet the Employer Events and other external key stakeholder events as directed.

20. To represent Business Development at external events as directed
21. To liaise with and support Department staff in identifying and meeting business development targets.

22. To establish and maintain a robust record-keeping and filling system.

23. To work with Business Development colleagues to ensure accurate recording of clients detail on MIS system.

24. To undertake any other duties commensurate with the grading of the post. 
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. 
	JCP Coordinator
Person Specification & Short listing criteria
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
	(
	

	1.2
	IAG Qualification Level 3 or willing to work towards
	
	(

	1.3
	GCSE English and Math or equivalent
	(
	

	2
	Experience/Knowledge
	
	

	2.1
	Three years’ experience working with JCP and referral agencies to promote employment and skills provision. 
	(
	

	2.2
	Experience of IAG and undertaking initial assessments to refer clients onto appropriate programmes.
	(
	

	2.3
	Experience of undertaking enrolment and inductions and keeping accurate records 
	(
	

	2.4
	Experience of managing and coordinating the case loads of assigned staff
	(
	

	2.5
	Experience of working to key performance indicators for example - number of referrals and actual enrolments and identify and action any remedial recourse
	(
	

	2.5
	Experience of working as part of a team
	(
	

	3
	Skills/Abilities
	
	

	3.1
	Ability to prioritise workload and meet all deadlines
	(
	

	3.2
	Good IT skills and a high level of proficiency in producing and interrogating databases, spreadsheets and producing reports
	(
	

	3.3
	Ability to work on own initiative with very good problem solving skills
	(
	

	3.4
	Very good communication and interpersonal skills
	(
	

	3.5
	Good organisational and administrative skills 
	(
	

	3.6
	Able to maintain standards and good management for client, key partners and employers
	(
	

	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;
	(
	

	*
	Evidence of criteria will be established from:    AF - Application form, IV - interview, Test - skills test / prepared question / presentation
  Cert - certificate checked by interview panel
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