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	Job Title: Placement Officer – Health and Social Care
Reporting to: Team Manager of Health and Social Care
Base: The Roundhouse


	Hours: 29.6 hours per week, 36 weeks per year
Contract Type:  Support 
Holidays: 20 days per year subject to service increases (5 days increase after 5 years); plus 6 College closure days per year where applicable and 8 statutory days
Salary: £27,765 per annum (actual salary £18,948)


	Job Purpose 

To maintain and further develop an effective placement entitlement for Health and Social Care students.


	Key Responsibilities 

· To identify, establish and maintain a network of appropriate placements and ensure that they conform with all College, legal, health and safety and other statutory requirements.
· To assist in the maintenance of an up-to-date register of all available placements and employers.
· To monitor placements and employers on a regular basis to ensure that the students' education, training and welfare entitlements are undertaken in accordance with College and other statutory requirements.
· To carry out 'Pre Vets' for placements.
· To monitor, track and record the progress of all assessments relating to students on placement.
· To work closely with curriculum staff and other appropriate agencies as necessary to ensure that placement records are complete and up to date.
· To work closely with appropriate teaching staff and placement providers as required to ensure that up‑to‑date assessment methods, regulations and overall procedures are being followed, including completion of necessary documentation.
· To carry out placement visits for all students and maintain an accurate diary of these visits, to record comments received from providers, and to feedback appropriate information to teaching staff.
· To liaise regularly with Team Manager and programme co‑ordinators to ensure the maintenance of high‑quality provision for students.
· To provide a professional customer service to both internal and external customers.
· To ensure that quality standards are set, monitored and reviewed within the section.
· To demonstrate flexibility in responding to changing demands in personal, sectional or the College's workload.
· To take responsibility for one's own professional development and continually update as necessary.
· To comply with Equal Opportunities policies and assist in the development of Equal Opportunities.
· To comply with all Health & Safety, Child Protection & Safeguarding, and Risk Management policy and legislation.
· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.
· To co‑operate with the College to enable it to fulfil its legal obligations; appropriate information, instruction, training and supervision will be provided.
· To comply with all aspects of the Data Protection Act.
· To adhere to the College's Computer Network Acceptable Use Policy.
· To undertake risk assessments for any new activity and ensure checks are carried out for any ongoing activity.
· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.
· · Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.


	Person Specification 

	Competencies

Essential

· Excellent interpersonal skills
· Excellent communication skills
· Excellent organisational and time‑management skills
· Ability to work on own initiative and as part of a team



Desirable 



	Knowledge & Experience 

Essential
· Substantial experience in the Care Industry


Desirable



	Qualifications

Essential 

· Sector‑specific qualification at Level 3 or above
· Level 2 English and Maths
· current driving licence


Desirable: 


· Level 2 IT qualification
· Customer Services qualification
· IAG Level 2/3
· A1 Award
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