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JOB PROFILE
Job title:   		Wellbeing Coordinator
Grade:			£25,256 - £26,348 per annum, Band 4
Accountable to: 	Head of Student Experience / Assistant Principal - Apprenticeships
Responsible for:  	The development and delivery of the College Wellbeing offer, designed to offer Nottingham College students the best possible experience. Take responsibility for the effective operation of the safeguarding and Prevent processes on a day to day basis in College


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 work with the Head of Apprenticeships, Study Programme Managers and Wellbeing team to develop and deliver an effective Wellbeing and Enrichment programme to enhance the student experience


	1. 
	Engage with students and stakeholders to understand their requirements of the Wellbeing Service and associated activities.


	1. 
	Support the development and delivery of the College’s Wellbeing Strategy. 


	1. 
	To evaluate and implement impact measures to judge effectiveness of enrichment programme and provide feedback to the Wellbeing Manager in order to ensure the programme is continuously improved and relevant to students’ views and ideas 


	1. 
	Champion a customer first approach with teams and colleagues to continually improve the delivery of wellbeing services.

	
	

	1. 
	To develop and maintain effective partnerships with key stakeholders and employers to support the Wellbeing offer.


	1. 
	Translate customer feedback into actionable improvements and maintain appropriate records, including evaluation from all activities, for monitoring purposes.


	1. 
	Act as the deputy designate lead for safeguarding and child protection. 


	1. 
	To act as the first point of contact for any safeguarding concerns, providing timely, relevant support and advice in order to safeguard the student.


	1. 
	To keep informed of current legislation, statutory and other guidance with regards to safeguarding, child and adult protection, cascading the information accordingly.
 

	1. 
	Support the running of the cross-College Safeguarding Network, to share best practice and continually improve the College’s approach to safeguarding.


	1. 
	

	
	To attend, or co-ordinate attendance at, a range of external meetings - including child protection conferences, core groups, child in need meetings, ensuring adherence to the guidelines and requirements for attending such meetings.



	1. 
	To deliver high quality staff and student safeguarding related training 


	1. 
	 To input into the design of safeguarding systems, policies and procedures.



	1. 
	Ensure high quality recording is embedded across the College, with meaningful reporting developed to identify trends, creating action plans where appropriate.

	

	1. 
	Lead and own the ongoing implementation of the Prevent duty, and associated action plan.


	1. 
	Raise awareness of Prevent, British Values, Equality and Diversity etc amongst staff and students, providing appropriate information and resources for staff and students.






NOTE

This job profile provides an overview of the principle 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.

























						PERSON SPECIFICATION
	Role:  Wellbeing Co-ordinator 
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent
	E
	X
	
	

	2
	Completed safeguarding training to an appropriate level 
	D
	X
	
	

	Experience and Skills:

	3
	Experience of carrying out a safeguarding role to include dealing with a range of issues such as abuse, neglect, radicalisation, CSE
	E
	X
	X
	

	4
	Have a good, sound working knowledge of current safeguarding legislation, statutory and other related guidance.
	E
	X
	X
	

	5
	A knowledge of available safeguarding support services and referral routes
	E
	X
	X
	

	6
	Proven track record or working with complex issues of a difficult and sensitive nature 
	D
	X
	X
	

	7
	Experience of developing and delivering enrichment, wellbeing or student voice services. 
	E
	X
	X
	

	8
	Experience of planning and delivering activities across a diverse and multi-site organisation 
	E
	X
	X
	

	9
	Knowledge of current issues and future trends impacting on FE
	D
	X
	X
	

	10
	Experience of planning and delivering staff and student training
	E
	X
	X
	

	Personal Attributes: 

	11
	Excellent communication, negotiating, mediating and interpersonal skills, in particular, an ability to relate well to young people, parents/carers, colleagues and professionals
	E
	X
	X
	

	12
	Commitment to the highest standards in delivering an exceptional Customer Experience. 
	E
	X
	X
	

	13
	Ability to analyse situations and recommend ways forward 
	E
	X
	X
	

	14
	Skilful in handling conflict positively and achieving positive resolutions
	E
	X
	X
	

	15
	Highly effective organisation and prioritisation skills 
	E
	X
	X
	

	16
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	X
	

	17
	Commitment to quality and excellence through evidence of continuing professional development
	E
	X
	X
	

	18
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	X

	X
	



KEY:
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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