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Job Title:


T Level Work Based Learning Co-ordinator
Location:
         

Middlesbrough
 

Responsible to:    
Director of Employer Engagement 
Purpose of the Job:
The Work Based Learning Co-ordinator (WBLC) is responsible for generating work experience placements of fifty days for a caseload of students participating in the T Level qualifications.  They will also be responsible for liaising with employers and carrying out workplace visits as well as assessing when the qualification is released.

The WBLC will liaise closely with students, curriculum delivery areas and employers and have a key role in developing students to achieve their learning goals, they are also responsible for developing the relationship with the employer and identifying and providing advice on wider training needs across the employer’s organisation. The WBLC will contribute to the design and delivery of learning programmes and assessments, to enable participants to successfully achieve their T Level qualifications once the qualifications are   released.
Key Strategic Objectives 

· To actively contribute to the organisations Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To commit to the organisation’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults.
Specifically, the post holder's responsibilities will be as follows:

1. To actively recruit new employers by telemarketing, networking and canvassing to provide work placements for T Level students and to work with the team to achieve set recruitment targets.

2. To support, monitor and record the progress of T Level students in their workplace.
3. To train and assess work based learning delivered in the workplace or in College on behalf of Middlesbrough College & Northern Skills Group.

4. To visit students in the workplace to train, assess and support them on T Level programmes, including Functional Skills.
5. To facilitate the use of e-portfolios where appropriate.
6. To plan for and facilitate the delivery of workshops in the College or in the workplace.
7. To meet with employers and students to complete all necessary paperwork and periodic progress reviews.
8. To carry out workplace Health & Safety Vetting and complete relevant records in line with the college policy and procedure.
9. To attend regular meetings with the course coordinator to monitor student progress.
10. To promote the continuation and development of new business.
11. To show an active commitment to the College/ Northern Skills Group's Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.

12. To show an active commitment to the organisations strategic objectives.
13. To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the organisation.
Flexibility

· The postholder may be required to undertake such other duties as may be reasonable required and in addition to the main tasks identified above, this may include course co-ordination and cross selling of the full college offer.

· Within the limitation set out in the contract of employment, working hours are flexible and can be subject to variation depending upon business needs. 
· This Job Description is current at the date shown below and in consultation with you and your Trade Union Representative (if applicable), it is liable to variation to reflect or anticipate changes in, or to, the College environment.

Signed:  __________________________________ Date:  ________________________
Person Specification

	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT

	1. Skills and Abilities

	Essential
	1.1
	IT skills appropriate to the needs of the post
	Application/Interview

	Essential
	
	Ability and the communication skills to build relationships, in particular with students and employers. 
	Application/Interview

	Desirable
	1.2
	Ability to support and work with Work Based Assessors
	Application/Interview

	2. Qualifications and Training

	Essential
	2.1
	Minimum Level 3 qualification.
	Application/Verification of original certificates

	Essential
	2.2
	To hold assessor awards or to achieve within the first year of employment.
	Application/Verification of original certificates

	Essential
	2.3
	To be a qualified teacher or must be prepared to commence an appropriate teaching qualification on appointment to the post 
	Application/Verification of original certificates

	Essential
	2.4
	Grade C or above in Maths and English (or equivalent).
	Application/Verification of original certificates

	
	
	
	

	Desirable
	2.6
	Verifier award or be willing to work towards within an agreed timescale.
	Application/Verification of original certificates

	3. Attitude/Disposition

	Essential
	3.1
	Team player.
	Application/Interview/

References

	Essential
	3.2
	Flexibility in terms of working day.
	Application/Interview/

References

	Essential
	3.3
	Commitment to excellence in teaching and learning.
	Application/Interview/

References

	4. Other Requirements

	Essential
	4.1
	Car driver with own transport.
	Application/Interview

	6. Experience

	Essential
	6.1
	Working experience of supporting and monitoring student progress.
	Application/Interview


Contract Arrangements

Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Full-time, Fixed Term.

	

	2.
	Working week
	35 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days

· 15 years’ service 30 days.

	

	4.
	Period of Notice
	Three months.

	

	5.

6.

7.
	Salary 

Life Assurance

Healthcare


	From £19,656 to £23,679 per annum, based on qualifications and experience. 

Non-contributory Life Assurance Scheme.  

Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, current contribution rate 5% of pensionable salary

	

	9.


	Sickness


	The Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.

11.
	Probationary 

Period

Disclosure & Barring Service Check


	6 months.

From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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