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	Job Title:  Personal Development Coordinator
Reports to: Personal Development and Careers Manager
Base: Cross College


	Hours: 37 hours per week, 52 weeks a year
Contract Type: Support Delivery 
Holidays: 20 Days subject to service increases plus 8 bank holidays and 6 College closure days where
applicable
Salary: £31,319 per annum


	Job Purpose 

The Personal Development Coordinator will take a lead role in developing, coordinating, and delivering a wide range of college-wide tutorial materials and activities focused on personal development. This role is crucial in equipping students with the skills, knowledge, and resilience needed to succeed both academically and personally. Key areas of focus will include safeguarding, the Prevent duty, healthy relationships, careers development, digital literacy and other personal development topics aimed at fostering a safe, inclusive, and respectful learning environment.

The Personal Development Coordinator will manage the Personal Development Trainers and will have an expectation to deliver weekly sessions.


	Key Responsibilities 

Introduction

1. Development of Tutorial Materials
· Design and develop engaging, relevant, and high-quality tutorial materials for use across the college, ensuring content aligns with the college’s values and student development goals.
· Create and update resources to support the personal and professional development curriculum, including topics such as safeguarding, Prevent duty, healthy relationships, mental health, British Values, and digital literacy and sustainability. 
· Tailor materials to meet the needs of diverse student groups, including SEND students, learners with high needs, and those at risk of disengagement.
· Create sessions and deliver sessions to deepen students knowledge of digital skills and AI. 
· Manage a small team of Personal Development Trainers
2. Delivery of Events and Sessions
· Lead the planning and delivery of college-wide tutorial sessions and events that promote personal growth, resilience, and awareness around key issues like safeguarding, prevent, and healthy relationships.
· Organise and deliver student workshops, seminars, and awareness campaigns in collaboration with internal and external partners (e.g., safeguarding leads, external agencies, guest speakers).
· Coordinate special events, such as awareness days, campaigns (e.g., Anti-Bullying Week, Mental Health Awareness Week), and guest speaker sessions that address critical topics related to student wellbeing and personal development.
· Complete all relevant risk assessment for trips, guest speakers in line with safeguarding processes.
· Oversee and champion volunteering and social action projects and report social contribution as part of DCGs commitment to ‘Good for me, good for FE’.
3. Support Safeguarding and Prevent Initiatives
· Work closely with the Safeguarding and Prevent Leads to ensure all tutorial materials and sessions are up to date and relevant with statutory guidelines and government policies.
· Ensure all students receive training and awareness on safeguarding protocols, Prevent duty, and how to report concerns safely and confidently.
· Provide ongoing support to staff and students in understanding the college’s safeguarding and Prevent procedures.
4. Collaboration with Academic and Pastoral Teams
· Collaborate with personal tutors, and the pastoral support team to ensure personal development sessions align with curriculum goals and student needs.
· Work with curriculum managers to effectively timetable Personal Development Trainers and fully utilise resource and time. 
· Demonstrate the view that behaviour and engagement is a part of this roles responsibility and actively encourage this mindset within the team.  

5. Monitoring and Evaluation
· Evaluate the effectiveness and impact of personal development activities and tutorial sessions, using data to improve future initiatives.
· Regularly report to line manger on student engagement, attendance at events, and the overall impact of the personal development programme.
· Keep up to date with best practices and emerging trends in personal development, safeguarding, and wellbeing.




	Person Specification 

	Competencies

Essential
· Strong organisational skills
· Strong communication skills – working with internal and external stakeholders
· Ability to work collaboratively with cross-college teams
· Ability to devise new material in response to external factors which may influence and / or impact students


	Knowledge & Experience 

Essential
· Knowledge and experience of and delivering thematical topics such as healthy relationships, PHSE related topics, Prevent and Safeguarding. 
· Experience developing programmes to meet the needs of students and wider factors
· Experience working with community-based organisations to enhance the student experience, such as volunteering and social action. 
· 
Desirable
· Careers education 

	Qualifications

Essential 
· Award in Education at level three or above
· MHFA
· English and maths at Level 2/Grade 4 GCSE or above

Desirable
· Coaching and Mentoring
· IAG
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