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JOB PROFILE
Job title:   		Industry Skills Co-Ordinator  
Grade:			Band 6
Accountable to: 	Skills and Progression Lead
Responsible for:  	Ensure all students gain work experience and/or experience of work. This will include working closely with a caseload of students to understand their placement needs and help match them to work placement vacancies we have available. Work closely with curriculum leaders to help support students who are not gaining work placements/experience, to experience industry related activities.  Provide support to students whilst on work placement/experience and be their key point of contact throughout.  To be the main contact for employers who need to raise concerns or require support whilst they have a student on work placement/experience.  Where students are on a T level placement carry out target setting, reviews and completion of the placement once it satisfies course requirements.  Validate 30-hours of work experience and/or T Level Work Placements on the Navigate system as complete and ensure compliance on Navigate.
KEY:
Work Experience – 30 hours work experience (additional to the qualification)
Industry Activities – 30 hours of industry related activities 
Work placement or T Level placement – Required work placement hours to achieve the qualification 

General Duties and Responsibilities 
•	To contribute to the strategic direction and operational effectiveness of the College 
•	Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
•	Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
•	Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
•	To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
•	To complete and remain up to date with Mandatory Training
•	To participate in the College Professional Development and Review (PDR) Scheme  

Specific duties and responsibilities
1. To ensure learners cover the relevant knowledge, skills, and behaviours of their vocational area, to achieve their course requirements. 

2. [bookmark: _Hlk140764448]Be responsible for conducting assessments and observations as appropriate, which could take place remotely or in the workplace.

3. Take responsibility for a caseload of learners, ensuring timely completion within agreed and appropriate timescales.


4. Be responsible for assessing and continuous monitoring of health and safety in the learner’s workplace ensuring it is safe and up to specification and standards.

5. To act as conduit between the curriculum team, the employer and the learner; updating all on progress made. 

6. Liaise with employers to tailor the learner’s learning and experience based on their individual needs

7. Deliver specific sessions and workshops to students on industry related activities and/or employability sessions such as ‘applying for a placement’.

8. Be involved in escalating cause for concerns for attendance in college and employment, behaviour and work expectations.

9. [bookmark: _Hlk139457355]Ensure knowledge and understanding of the college’s liability insurance. 

10. Work closely with your caseload of students to promote the vacancies created by the sales team to match students to suitable placements and work experiences.

11. Support students with advice and guidance prior to going on to work placement and help advise them accordingly on placements that will meet their needs. Also supporting the process of applying for the placements. 

12. Provide aspirational and comprehensive feedback and targets for the learners linked to work placements. 

13. Promote wherever possible to our repeat customer base the benefits of taking on a work placement student and build professional working relationships with employers within the sector to encourage employer engagement.

14. Ensure KPI’s are achieved such as monitoring of attendance, personal progress (Future 6) recording of the learner journey, timely completion, etc. 


15. Ensure Navigate system is being used widely and correctly, and that information is inputted timely. Report on Work experience, industry activities and work placements 


16. Work with curriculum teams to ensure lower-level students are gaining industry related activities in college or through trips/visits and/or virtual work experience. 

17. Be the key point of contact for employers and learners on placement around key issues and safeguarding concerns.  Safeguard the wellbeing of learners, including responsibility for reporting child protection matters to the College Designated Safeguarding Team


18. Work directly with curriculum teams to effectively promote work experience/placements opportunities within their programmes to maximise the opportunity available to college students.

19. Where required, support the registration and certification of all learners to ensure this is completed accurately and in a timely manner as per the awarding organisation requirements. Attend some evening and weekend recruitment events periodically, supporting the College to engage employers and potential learners (e.g., open evenings, jobs fairs)

20. Be responsible for professional industry upskilling and to attend mandatory college CPD days and events.


21. Have an awareness of the other products and services that we offer as a college in terms of online courses, apprenticeships etc to try and promote lead generation activity for the sales team to follow up on.

NOTE

This job profile provides an overview of the duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.
KEY:
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 








PERSON SPECIFICATION
	Role:  Work Placement Coordinator
	E/D
	A
	I
	T

	Qualifications:  

	1
	GCSE Maths and English grade 9-4 or C and above or equivalent
	E
	*
	
*

	

	2
	Hold a recognised national qualification to a level 3 or higher	
	E
	*
	
	

	3
	Hold an Assessor’s award A1 (equivalent) or be willing to work towards
	D
	*
	
	

	Experience and Skills:

	3
	Ability to use IT systems to input information, and to pull out data driven reports 
	D
	*
	*
	

	4
	Experience and knowledge of the FE sector and employment sectors
	D
	*
	*
	

	5
	Experience/ knowledge of working with employers and stakeholders 
	D
	*
	*
	

	6
	Able to co-ordinate and track a range of fast-moving placements and resources simultaneously.
	E
	
*

	
*
	

	7
	Ability to lead a project using own initiative and working as part of a team
	E
	*
	*
	

	8

	Ability to support learners with various support needs to ensure that work placements are accessible to all.
	E
	*
	*
	

	9
	Ability to solve complex problems and to deal calmly and efficiently with emergency situations
	E
	
*

	*
	

	10
	Have proven skills in target setting and carrying out reviews, ideally within an educational setting
	E
	*
	*
	

	11
	Ability to organise and motivate students, providing constructive feedback whilst keeping effective records.
	E
	*

	*

	

	12
	Strong client servicing and interpersonal skills, with a natural ability to be confident in building strong business relationships
	E
	*

	*

	

	13
	Ability to communicate with and relate to all levels both within and outside the organisation, and have very strong written and oral communications skills
	E
	*

	*

	

	14
	Proven ability to cope with a diverse range of duties and responsibilities
	E
	*

	*

	

	15
	Ability to solve problems and use initiative.
	E
	*

	*

	

	Personal Attributes: 

	16
	Driver; willing to travel as part of work 
	E
	*

	*
	

	17
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity.
	E
	*


	*
	

	18
	Commitment to quality and excellence through evidence of continuing professional development
	E
	*


	*
	

	19
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post.
	E
	*


	*
	

	20
	Ability to keep matters confidential.
	E
	*
*

	*
*

	

	21
	Interest to participate in projects, improvements and developmental work.
	E
	*

	*
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