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	LOCATION:
	Chatsworth Futures Specialist College

	Job Title:
	Employability and Transition Coordinator 

	Grade:
	Grade 2C 
SCP 12-17 (13 & 16 not used) of the National Salary Scale

	Directly responsible to:


	Vice Principal 


	Hours of Duty:
	34.75 per week, term time only + 10 training days
Monday to Friday, 8:30am – 3:45pm (Tuesday until 4:45pm)

	Summary of Role: 

	To work under the guidance of senior staff and within an agreed system of supervision, to manage and develop the Employability and Transition programme area effectively and efficiently in line with Chatsworth Futures policies and procedures and to support the growth of Chatsworth Futures to reach its full potential.

	Main Duties and Responsibilities/Accountabilities:

	Support for Learners

	1. 
	Use specialist (curriculum/learning) skills/training/experience to support learners into Employment.

	2. 
	Assist with the development and implementation of ILPs including transition plans.

	3. 
	Establish productive working relationships with learners, acting as a role model, setting high expectations and raising aspirations.

	4. 
	Promote the inclusion and acceptance of all learners within the classroom and the workplace.

	5. 
	Support learners consistently whilst recognising and responding to their individual needs.

	6. 
	Develop learner Employability and business acumen skills.

	7. 
	Promote independence and employ strategies to recognise and reward achievement of self-reliance.

	8. 
	Provide feedback to learners in relation to progress and achievement.

	Support for Teaching

	1. 
	Work with tutors to establish successful transition plans for all learners.

	2. 
	Value the importance of Math’s, English and ICT skills in the learners’ future economic and social well-being, working alongside the functional skills tutors to ensure learners are engaging and partaking in learning for Math’s and English.

	3. 
	Monitor and evaluate learners’ responses to learning activities through observation and planned recording of achievement against learning objectives.

	4. 
	Support staff with all pastoral care, following the correct processes as required.

	5. 
	Be responsible for keeping and updating records as agreed with the teaching/senior staff contributing to reviews of systems/records as requested including Learner Journey files.

	6. 
	Promote positive values, attitudes and good learner behaviour, dealing promptly with conflict and incidents in line with established policy and encourage learners to take responsibility for their own behaviour.

	Support for the Employability Pathway

	1.
	Support learners, and take action, to bring about positive employment outcomes.

	2.
	Engage Employability Pathway learners in internal work placements, external work placements and supported internships linked to their work ready aspirations.

	3.
	Research, arrange and co-ordinate external work experience activities for learners, supporting learners offsite.

	4.
	Support learners to understand and become familiar with workplace rules, procedures and policies.

	5.
	Support learners with their understanding of health and safety in the workplace.

	6.
	Actively engage with the employers throughout the process encouraging their input at all levels.

	7.
	Review of learner and employer feedback and implementation of changes.

	8.
	Closely monitor progression of learners and provide objective and accurate feedback and reports as required, on learner achievement, progress and other matters, ensuring the availability of appropriate evidence.

	9.
	An understanding of Risk Assessments and their purpose

	Support for the Curriculum

	1. 
	Implement local and national learning strategies e.g. literacy, numeracy, employability and independence skills, and make effective use of opportunities provided by other learning activities to support the development of relevant skills.

	2. 
	Determine the need for, prepare and maintain general and specialist equipment and resources.

	3. 
	Support the use of ICT in learning activities and develop learners’ competence and independence in its use.

	4. 
	Help learners to access learning activities through specialist support.

	5. 
	Liaise sensitively and effectively with parents/carers within your role/responsibility and participate in feedback sessions/meetings with parents, or as directed.

	Support for the College

	1. 
	Be aware of and comply with policies and procedures relating to child, young person and vulnerable adult protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

	2. 
	Be aware of and support difference and ensure all learners have equal access to opportunities to learn and develop.  

	3. 
	Ability to demonstrate equal opportunities in practice at a variety of levels and in a variety of settings.

	4. 
	Contribute to the overall ethos/work/aims of the college.

	5. 
	Establish constructive relationships and communicate with other agencies/professionals to support achievement and progress of learners.

	6. 
	Attend and participate in regular meetings. 

	7. 
	Participate in training and other learning activities as required and participate in learning activities and performance development as required including attending new employee induction sessions and complying with performance management procedures.

	8. 
	Recognise own strengths and areas of expertise and use these to advise and support others.

	9. 
	Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate.

	11.
	Supervise learners on visits, trips and out of college activities as required.

	12.
	The post holder will take responsibility for personal acts and omissions related to Health & Safety, Equality and Diversity, Data Protection & Safeguarding. The post holder will also comply with information and training supplied and will endeavour to discuss any concerns with their Line Manager. Specifically the role holder must ensure that they regularly check the guidance documents relating to Safeguarding to ensure they are following the latest version/key document. 

	Review Arrangements:

	The details contained in this Job Description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the Trust will expect to revise this Job Description from time to time and will consult with the post holder at the appropriate time.

	Date Job Description prepared/revised:
	30/03/2021

	Prepared by:
	Bethany Cocken

	Agreed by Post holder:
	











