Job Specification                            [image: Text

Description automatically generated]

									
Work Experience Officer 

	Responsible to

	Work Experience Coordinator 

	Responsible for

	N/A

	Grade of post

	Grade 5 SP 18-21 

	Salary

	£28,588.12 - £30,167.61

	Hours of work

	FT 37 Hours P/W 

	Work location

	Tamworth & Torc

	Code:
	HR2526-160



	Job Purpose:  To support the Work Experience Team by developing and securing high-quality industry placement opportunities for learners studying Construction programmes. The post holder will engage with employers, conduct required health and safety checks on placement providers, and ensure all placements meet College policies, statutory requirements, and health and safety due diligence standards. The post holder will also coordinate and complete learner and employer review meetings throughout the placement cycle, ensuring industry placement documentation, evidence, and compliance requirements are completed accurately and maintained in line with funding and audit requirements. Working closely with students, employers, and curriculum teams, the post holder will facilitate meaningful workplace experiences that support learner progression, employability, and achievement. In carrying out these responsibilities, the post holder will contribute to the College's Strategic Aims, Objectives, Operational Priorities, and Business Plans.



Key Duties & Responsibilities

1. Build and maintain effective relationships with a range of employers across Staffordshire, the West Midlands, and surrounding areas to identify, develop, and secure high-quality industry placement opportunities for Construction learners.

2. Arrange and conduct employer visits, including health and safety assessments and due diligence checks, ensuring all placement providers meet College requirements and statutory obligations before placements commence.

3. Support learners in securing suitable industry placements by providing guidance, attending tutorials and learner support sessions, and assisting with the completion of placement-related activities and targets.

4. Conduct regular monitoring and review meetings with learners and employers throughout the placement period, ensuring progress is tracked, learning objectives are achieved, and any concerns are addressed in a timely manner.

5. Ensure all industry placement documentation, records, and compliance requirements are completed accurately and maintained in line with college policies, funding regulations, data protection requirements, and audit standards.


6. Respond professionally to employers, learners, and staff enquiries via telephone, email, and in person, providing a high standard of customer service and support.


7. Maintain accurate learner and employer records, using College systems and the (CRM) system to record placement activity, monitor progress, and produce required reports.


8. Support the effective administration and continuous improvement of systems and processes within the Work Experience and Industry Placement Team.

9. Develop existing employer partnerships to maximise employer engagement, learner opportunities, customer satisfaction, and repeat placement provision.

10. Work collaboratively with curriculum teams, particularly within Construction programmes, to ensure industry placements align with learners' vocational studies, career aspirations, and programme requirements


Other Duties and Responsibilities  	

· To carry out all duties in accordance with the College's policies and procedures relating to Health & Safety, Safeguarding, Equality, Diversity and Inclusion, Data Protection, and Confidentiality.

· To promote and uphold the College's values, strategic aims, and commitment to outstanding learner outcomes.

· To carry out any other duties as directed by your Line Manager.


Safeguarding

The College considers that the job holder for this role should have a DBS Enhanced disclosure.    

Duties and responsibilities of the role:

	Communication – Oral and written
	· Contribute and take part in open events, student taster events and any other marketing events
· Communicate effectively during team meetings, liaise with colleagues and ensure each system and procedure runs smoothly and methodically
· Use various forms of communication, media, technology to deliver/teach students in a classroom environment
· Communicate with stakeholders/customers timely, oral and written
· Maintain accurate student records that are detailed by using internal systems and liaise with curriculum and support staff to maximise outcomes of the students and course
· To have excellent oral and written communication skills able to communicate with external agencies and other members of the College
· Actively promote Equality and Diversity/British Values through resources and teaching


	Teamwork & Motivation – internal or external, can be fixed, matrix, project groups
	· Work with colleagues professionally and effectively to achieve industry placement completion
· Motivate and work closely with your team to achieve targets, manage student groups and to operate within and above awarding body standards
· Participate in recruitment activities to provide assessments or taster activities to increase recruitment


	Liaison & Networking – Liaison is making and maintaining individual work-related contacts; network is interconnecting group of people (internal and/or external)
	· Represent and promote the College at external events
· To take part in Open Day marketing and recruitment activities.
· To be able to liaise effectively with employers develop links with new employers and businesses to offer work experience 

	Service Delivery – customer is anyone receiving services
	· Create a positive image of the organisation by being responsive and prompt in responding to requests
· Respond to breakdowns, system or mechanical failures or predictable requests for help. 
· Respond to requests for information from employees, students, parents, or members of the public
· Maintain standards for the organisation’s outsourced or in-house services. 


	Decision Making – relates to finance, physical resources, students, staff, and policy
	· Show initiative and be willing to take part in making decisions within the role
· Decide on the right tools or techniques to be used to carry out a task
· To effectively ensure due diligence of employer site visits is carried out effectively. 


	Planning & Organising – financial, capital and people
	· To effectively manage workload withing the structure of the work experience and health and safety checking processes
· To arrange health and safety visits in a timely manner, before students are due to start their work experience placements 

	Initiative & Problem Solving – identifying actual/potential problems, considering/devising solutions, implementing.  Consider acting within given boundaries.
	· To identify when an employer setting does or does not meet the required safety standard for our learners. 
· Monitor and track student work placement submissions to ensure deadlines are met
· Confidently be able to communicate to an employer when their site check must be failed due to not meeting the requirements of our health and safety process


	Sensory & Physical Demands – uses senses singly or in combination and use of physical skills/ effort
	· Be confident and competent with specialised equipment as per required of your job role
· Use Microsoft Office Packages and standard office equipment


	Work Environment – conditions under which they work. Risk/H&S
	· Monitor risk assessments to ensure the safety of all. Carry out visual risk assessments on equipment and in settings, reporting issues to the relevant manager. 
· Carry out risk assessment with groups of students on external work experience projects (where applicable). 
· Comply and adheres to health and safety operating standards & guidance in regard to self and others, and report concerns to others for action 
· Complete mandatory Health and Safety training


	Pastoral Care & Welfare – physical, mental health & wellbeing 
	· To support students in developing their personal, social and employability skills, where appropriate.
· To report safeguarding incidents to the designated lead or school safeguarding champion as appropriate.
· To ensure that opportunities to highlight equality, diversity and personal safety are encouraged in class.

	Team Development – coaching, development of team (not others)
	· You will be an active team member and may be called upon to be a ‘buddy’ to a new member of staff in the future.


	Knowledge & Experience – knowledge acquired through education/ qualifications and experience
	· Develop an extensive knowledge of health and safety procedures and risk assessment completions and compliance under college expectations 
· Knowledge of HSE practices and procedures and expectations. 
· Ensure knowledge and understanding of systems and processes is kept up to date
· Use the college's CRM tracking and management tools as required






PERSON SPECIFICATION
	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· Level 2 Literacy and Numeracy
	X


	X 


	

	Desirable:
	
	
	

	· ICT Level 2
· IOSH or NEBOSH (General Certificate) qualified or other suitable H & S qualification, or be working towards certificate & accreditation
· Member of institute of Occupational Safety & Health (IOSH)
	X

X


X
	X

X


X  
	

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Able to report and challenge any H & S concerns being observed at the workplace, whilst taking action to reduce the likelihood of any dangerous working practice continuing whilst the student is in attendance
· Effective use of business tools and IT  
· Able to prioritise work to ensure achievement of targets.
· Professional approach
	
   X



X
X

X 

	
X



X
X

X 



	

	Desirable:
	
	
	

	· Data Entry
· Advising staff on H&S legislation
· Experience of identifying potential hazards in a workplace
· Experience of undertaking risk assessments and site inspections
· Experience in working with employers across a varied work sector cohort
· Knowledge of Industry placements and T Levels 
· Gathering, analysing and reporting on key H&S data/statistics
· Knowledge of Microsoft packages
· Work Experience in post 16 education 
· Knowledge of safeguarding
· Experience of successfully engaging employers within the construction industry 


	X

X

X 

X

X

X
X
X

X

X

X
	X

X

X 

X

X
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X

X

X

X
	

	Personal/Behavioural Attributes
	
	
	

	Essential:
	S/L
	I
	A

	•  Ability to work in a team. 
• Highly motivated to work and able to work on their own initiative. 
• Excellent standard of written/verbal communication skills to provide appropriate feedback regarding Health and Safety visits
· Company loyalty
	X 






	X
X 
X
X
X
	

	Other Requirements
	
	
	

	Essential:
	S/L
	I
	A

	· Clean enhanced DBS record
· Full UK driving licence and access to own car (must have “for business use” applied on their insurance)
	X
X 
	X
X 
	

	Safety Critical Role
Able to travel between sites in a timely and professional manner
	X
	X
	



S/L = Short Listing        I= Interview         A=Assessment 
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