LIGHTHOUSE FUTURES TRUST
Job Description: Assistant Job Coach
 
	Job Title
	Assistant Job Coach

	Reports to 
	Programme Lead

	Terms of contract
	Permanent; 4 days a week; 30 hours, term-time only 

	Location 
	The college has two bases in Headingley, Leeds.

	Date of compilation
	June 2024 


 
ROLE PURPOSE

Support the Job Coach to develop positive relationships with students, ensuring the programme helps them to foster self-confidence, alongside social and employability skills, and is tailored to meet individual needs ensuring students make successful steps towards adulthood and greater independence. 

PRINCIPAL RESPONSIBILITIES

· Help to ensure high-quality programme delivery, building strong relationships with students, parents/carers, employers and external agencies, and ultimately, empowering students to achieve their career goals.
· Support the Job Coach to deliver an exciting and highly innovative curriculum centred around employability and skills development, ensuring the interns’ wider understanding of the work of work is embedded throughout.
· With support from the Job Coach, work successfully with each intern and help them build confidence in their daily interactions, including facilitating any specific interventions.
· Develop positive relationships with all interns and with parents/ carers.
· Ensure interns gain confidence, feel valued and build self-esteem as well as developing work-based skills through daily interactions and delivery of programme.
· Help interns develop wider independence skills to ensure they can lead fulfilled lives through areas such as independent travel, knowledge of banking and finance, attending social events, joining social groups, focusing on personal health and well-being and developing self-advocacy.
· Collaborate with the wider team and core curriculum staff to support the Job Coach to design and plan termly expeditions and ensure that this is successfully facilitated and embedded throughout all aspects of the programme.
· Support the Job Coach to set, monitor, review and record progress on a regular basis for each intern against personal, EHCP and work-based targets on LFT based systems.
· With guidance from the Specialist tutors, provide support in English and Maths sessions and highlight any progression concerns to the tutor in a timely manner.
· Liaise with external agencies and partners as appropriate and in a professional manner.
· Support the Job Coach to maintain key relationships with employers and external organisations to provide access to employer sites and visits, including co-ordination of attendance schedule. 
· Support the Job Coach to ensure each intern has access to a wide range of opportunities through liaison with employers and providing impartial career advice and guidance. 
· Read all external trips/visits risk assessments and have an oversight of the trip/visit.
· Ensure interns are always safe through appropriate risk assessments and by following safeguarding procedures and policies - including recording and monitoring attendance in a timely manner.
· Professionally represent LFT at events, conferences, exhibitions and meetings to contribute to the ongoing positive reputation of the college
· Always have very high regard for the interns, seeing their strengths and talents and being ambitious for their futures.
· Always deliver all the above to the highest standards and have regard to all LFT methods of assessment which will be used to measure quality, this will include observations, session visits etc. 

GENERAL LIGHTHOUSE FUTURES TRUST RESPONSIBILITIES FOR ALL STAFF

· Contribute towards building and developing a positive culture and ethos within the college including positive team working and collaboration amongst staff.
· Act with honesty and integrity and uphold the core values of the college 
· Maintain high standards in attendance and punctuality with good personal time management 
· Ensure that all relevant policies and procedures are always followed including (but not exclusively) Safeguarding, Health and Safety, Prevent and Equal Opportunities. 
· Take opportunities to continuously learn and grow with a willingness to attend and participate in relevant meetings/professional development opportunities as appropriate. 
· Be flexible and working according to needs, performing and reasonable duties as requested by the CEO/Line Manager which may involve assisting other areas which are commensurate with the grading of the post.
· To ensure all aspects of your work are done to the highest standards. 


	 
	Essential 
	Desirable 

	Qualifications 
	Grade 4 GCSE level or equivalent  
	 Training in specific areas of SEND (e.g., Autism Spectrum Disorder (ASD), Speech, Language and Communication Needs (SLCN), or trauma-informed approaches)


	Experience  
	Work with SEN students in an educational setting (in a supporting role) 
 
Working with parent/carers to support student progress  
	Safeguarding training and experience  

Experience of working one-to-one or in small groups with students who have additional needs.

	Skills and Knowledge 
	Ability to learn key elements of job roles and coach students to develop relevant skills
  
Ability to empower students to build confidence, increase independence and achieve goals  
 
Good attention to detail and ability to record accurate information on a variety of platforms - spreadsheets, databases.  
 
Ability to use Microsoft Office software, email and internet 

Ability to communicate effectively and appropriately in written and verbal form with students, parents and carers, employers and other stakeholders  

A commitment to safeguarding, health and safety, data protection and equal opportunities  
	Ability to demonstrate a good understanding of autism and/or learning difficulties  

Knowledge of how to adapt curriculum materials to meet diverse needs

Experience and knowledge of assistive and adaptive technology

Knowledge of SEND Code of Practice and recent SEND Legislation 
 
  

	Attitude  
	Hold each student in high regard and have a ‘can do’ approach for each individual 

Resilience to handle sudden timetable changes, prioritize shifting needs, and support students discreetly.
  
High levels of resilience and ability to remain calm under pressure  

Highly motivated and committed to working independently as well as being a good team player 
	  
 



