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	Post Title
	Pathways Job Coach

	Purpose
	To work with learners who have special educational needs and disabilities (SEND) to support them in work placements as part of a supported internships programme at Loreto College.
To help match learners with suitable placements based on the learner’s job goals and interests, and help to prepare learners for the workplace.

	Responsible to
	The Head of Inclusion through the Senior ESA.

	Liaising with
	Relevant staff with cross college responsibilities, E.g. Senior Management Team, Head of Hall Team, College Management Team, teaching staff, personal tutors and support staff.

	Remuneration
	SFCA Support Staff Pay Spines 10 – 12 (£27,733.00 to £29,544.00 per annum, £23,647.93 to £25,192.17 pro rata)

	Contexts

	Supported internships are a structured, work-based study programme for 16 to 24-year-olds with SEND, who have an education, health and care plan. The core aim of a supported internship study programme is a substantial work placement, facilitated by the support of an expert job coach. The internships provide the opportunity for young people to achieve sustained, paid employment by equipping them with the skills they need for work, through learning in the workplace.
The Job Coach will support learners during their placement, including helping the learner to travel to their workplace, providing daily contact, and facilitate learning alongside the employer.



Main Duties and Responsibilities
	General Responsibilities

	· Actively support young people aged 16-19 who are looking for employment, providing them with job search skills, support within workplace rotations, training and support in the classroom and experience to facilitate their achievement of identified goals.
· Continually assess and collaborate with each young person both formally and informally to create an adaptable, personalised vocational profile and individual learning plan
· Provide individualised support for interns at the host business, including job coaching, identifying placements, performing job analysis and job matching activities.
· Continual support and guidance, ensuring the progression of students after entering paid employment.
· To attend and feedback in 6 weekly review meetings with the Head of Inclusion, employers, and students.
· Demonstrate innovative approaches to employer engagement through marketing and promotion to identify and secure potential opportunities for paid employment both within and outside the host employer.
· Develop partnerships with local employers to identify employment opportunities for learners.
· Provide training and coaching to partner businesses and actively promote the benefits of employing people with SEND.
· Create and maintain necessary paperwork and documentation to support and evidence the programme using IT based systems.
· Coordinate with other Job Coaches and meet with the supported internship teacher daily to prioritise and distribute workload ensuring that each young person is provided with the appropriate levels of support and discuss intern’s progress.
· To assist in completion of Route Assessments for Travel Training.
· Supporting young people to learn how to travel independently.
· Be trained in TSI.


	Staffing

	· To undertake staff development where appropriate.
· To take part in the College’s Appraisal Process.
· To ensure that appropriate arrangements for cover are made when absent.
· To work as part of a team and to ensure effective working relations.

	Quality Assurance

	· To ensure the effective operation of quality assurance systems.
· To assist with the implementation of College quality procedures.

	College Information and Administration

	· To ensure the maintenance of accurate and up-to-date information concerning students.
· To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken.
· To contribute to reports within the quality assurance cycle.

	Communications

	· To ensure familiarity with the department’s aims and objectives.
· To ensure effective communication/consultation as appropriate with students, staff, coaching staff, parents of students and appropriate individuals external to the College.
· To liaise with relevant external bodies as appropriate.

	Marketing and Liaison

	· To contribute to the College liaison and marketing activities.
· To link with external agencies as appropriate.

	Other

	· To support the aims and objectives of the College.
· To attend meetings in accordance with the College meetings schedule.
· To undertake any other duties the Principal or their designated alternate may reasonably direct from time to time within the context of the Loreto College contract.
· To promote Equality and Diversity in all aspects of your area.
· To adhere to Health and Safety, and Safeguarding policies and procedures.
· To prioritise and allocate in the most efficient and effective way, all incoming work and have flexibility and a readiness to undertake a wide range of tasks.
· To review and maintain administrative procedures to ensure compliance with college procedures and adherence to data protection legislation.
· To act professionally, prudently and in the interests of the organisation at all times.
· This Job Description is subject to periodic review and amendment.
· The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.
· To ensure your “online footprint”, including use of social media, is in accordance with statements relating to personal and professional conduct within the Teachers’ Standards. 
· To take all reasonable steps to ensure the security of any personal data relating to college employees or students, (either future, current or past) to which you have access, in line with the requirements of the college’s Data Protection Policy and the General Data Protection Regulation (GDPR).












Person Specification
This person specification will be used in shortlisting and interviewing to select the best candidate. Each applicant should therefore address the person specification in their written application and where appropriate, give examples of how the criteria have been met.
	
	Essential
	Desirable
	Method of assessment

	Experience

	Experience of working effectively with students with barriers to learning including;
SEND.
	
	
	Application, Interview

	Experience of establishing networks and developing, managing and delivering projects
with various stakeholders including the private, voluntary and statutory sectors.
	
	
	Application, Interview

	Experience of developing and delivering programmes of activities with young people
both individually and in groups which enables them to pursue their learning to enhance
their future development and progress into paid employment
	
	
	Application, Interview

	Skills and knowledge

	Ability to communicate effectively with students with barriers to learning, including those
who may communicate using challenging behaviour and with SEND needs.
	
	
	Application, Interview

	Ability to communicate effectively with staff, parents, carers and other external contacts,
at all levels, using a variety of media.
	
	
	Application, Interview

	Previous experience and evidence of job coaching and workplace learning
	
	
	Application, Interview

	Ability to approach prospective employers and other stakeholders to create and
maintain all necessary links and partnerships in support of the supported internship.
	
	
	Application, Interview

	Ability to communicate a commitment to the view that students with SEND can and do
achieve.
	
	
	Application, Interview

	Training in Systematic Instruction (TSI) accreditation.
	
	
	Interview

	Ability to organise own workload and meet strict deadlines.
	
	
	Application, Interview

	Clear and concise report writing and verbal presentation.
	
	
	Application, Interview

	A willingness to learn, undertake training and to take on responsibility when required.
	
	
	Application, Interview

	Ability to promote the safeguarding and well-being of all learners with SEND.
	
	
	Application, Interview

	Ability to promote equality and diversity, recognize and actively challenge stereotyping,
prejudice and discrimination ensuring that these principles permeate all working.
practices.
	
	
	Application, Interview

	Qualifications

	Educated to degree level or equivalent, or substantial relevant experience that demonstrates a high order of literacy, numeracy and analytical skills.
	
	
	Application, Interview

	Attitude and impact

	Positive attitude
	
	
	Interview

	Smart in appearance and manner
	
	
	Interview

	Committed to Equality and Diversity
	
	
	Interview

	Flexibility and a readiness to undertake a wide range of tasks
	
	
	Interview

	Personal

	Practicing Catholic (for Theology/RE posts only)*
	
	
	Application, interview

	Enhance DBS clearance #
	
	
	Pre-employment check

	Two satisfactory references #
	
	
	Pre-employment check

	Full and relevant career and education history
	
	
	Application

	Ability to meet the requirements of the Immigration, Asylum and Nationality Act 2006 (to be legally employed to work in the UK)
	
	
	Application, pre-employment check

	The College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.
* In order to comply with the religious ethos of the College, this is a Genuine Occupational Requirement under the Equality Act 2010.
# To follow an initial offer of employment
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