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DERBY college




	Work Experience and Progression Mentor
Reporting to Character Education, Employability and Tutorial Manager
The Joseph Wright Centre


	Hours                               22 hours per week
Contract Type                 Support

Holidays                          20 per year (pro rata)
Salary                              £23,631 (pro rata per annum)


	Job Purpose

The purpose of the post: to develop and deliver the college-wide programme developing the employability skills and other soft skills. This includes the delivery of proactive and inspiring skill sessions, work related activities and engagement with employers that help students prepare for work experience and reflect meaningfully on their skills, experiences and future choices. 

To source, manage and implement work experience and work placements for students to gain practical skills in safe, relevant and realistic work settings and enable them to prepare for life after college and entry into the workforce.


	Key Responsibilities

Encounters with Employers and Employees

· To develop partnerships and work with organisations to utilse their expertise and to support students to develop their employability skills and progression into employment and or other progression opportunities (apprenticeships).

· Create and deliver relevant, informed employability resources, skill sessions work related activities and engagement with employers to engage and support students to prepare for a work experience/placement. 

· Use appropriate methods to; identify students starting points, develop action plans to map, review and record progress

· Work collaboratively with peers to assess individual student needs using a variety of methods and move students’ onto the appropriate route way to aid progression.

· Work collaboratively with curriculum areas to create and deliver work related activities such as employer led presentations, real business projects and mock interviews sessions, trips, visits, mentoring and voluntary work designed to develop employment skills. 

· Provide advice to students, individually or in groups to support with finding meaningful work experience/placements.

· Keep up to date with current national and local labour markets to ensure information is shared with relevant departments and take personal responsibility for retaining and developing competence.

· Attend and organise in partnership with other internal/external agencies meetings, careers fairs, events, and other promotional events within the local area to identify current employment or Apprenticeship vacancies.

· Contact current and new employers and source/secure vacancies and work placement opportunities to match the requirements of students and targets for progression.

· Complete all necessary visitor vetting checks 

· Promote all other services and programmes to employers (AEB, Apprenticeships etc)

Experience of Workplaces

· Seek out and create opportunities for, and promote student attendance at, work placement and work-related learning activities that supports student goals and is integrated into the study programme
· Ensure students are matched and placed in appropriate and approved work placements relevant to their course, skills and experience.
· Create an extensive, high quality base of Work Placements, which fully meet H&S and Safeguarding requirements and keep all H&S and related documents fully updated as per DCG processes and procedures.

· Create a yearly work experience calendar to aid in planning, reduce employer placement overload and ensure adequate time allowance to secure placements  
· Contribute to tutorials as and when required to support the work experience and volunteering process.
· Remain in close contact with student/placement provider during Work Placement and in the early stages of progression to offer regular support, advice and guidance as and if required and checking on students’ attendance. 
· To ensure that vulnerable students are placed in the most suitable environment and the placements would be regularly monitored and reviewed and progress updated via the students ILPs

· visit providers and students in work placements to ensure that appropriate standards around work placement are being met and specific goals are set and recorded on the students’ ILP

· Deliver master classes to students to prepare them for their work placement

· Support with the management of students’ into positive destinations and maintain regular contact post-exiting DCG to track and update the colleges destination database. 

· Deliver master classes to prepare students for interviews with employers/apprenticeship providers
· Monitor and record completed placement hours, attendance levels, evaluations from placements and gather feedback to provide accurate and timely updates against targets

Destinations and Progression

· Keep up to date and accurate records of student’s attendance, punctuality, behaviour and progress on the college’s ILP system adhering to the College approved processes and procedure, including destination tracking. 

· Track student destinations as they leave college offering IAG if required
· Assist in the planning and preparation of students for leaving college to positive destinations

Other duties
· Collaborate with the Student Experience team, to share best practice and strive for excellence in all aspects of service.

· Collaborate effectively with cross college staff including Personal Tutors, Inclusion and Support, Careers and Counselling services, Safeguarding staff and curriculum teams.

· Provide absence cover for other Work Experience and Progression Mentors where necessary

· Write reports, collate data and undertake administrative tasks as required to achieve the main duties outlined above

· Attend course team meeting regularly to update tutors on the progress of work experience for each tutor group
· Work flexibly within the Student Hubs, cover shift patterns within agreed working hours (including evenings and weekends where required), covering work of absent colleagues where required, and providing support to other Student Hubs if necessary.

	Competencies

· Ability to communicate effectively at all levels

· Excellent organisational skills
· High level of interpersonal skills

· Self-motivation

· Excellent personal/professional presentation

· Ability to handle potential conflict
· Use of IT systems
· Ability to use imitative and be flexible
· Establish clear priorities and manage own time 
· Maintain confidentiality 


	Knowledge/ Experience Criteria 
Essentials
· Full valid Driving License

· Microsoft systems

· Administration procedures and systems
· Experience of developing successful links with employers
· Experience of successfully delivering Work Placements to16-19 year olds
· Knowledge of post-16 education, including work placement and study programmes
· Understanding of the pastoral needs of the 16-19 and adult age groups
· Experience of successfully delivering time critical projects and meeting challenging targets
Skills Criteria 

Essential

· To collaborate and work productively and effectively with a range of staff teams including tutors/support staff
· To deal with difficult issues in a sensitive and confident way
· To prioritise, work under pressure and to deadlines 
· To represent the college and wider college group in a positive way at key events 
· Flexibility to work early mornings, evenings and weekends, including at non-college venues and events 
· To liaise effectively with external agencies 
· High level interpersonal, organisational and communication skills
· Experience of delivering creative and engaging activities to support student engagement within an FE environment
· Experience of developing or implementing work experience and employability skills in an organisation and understanding of external guidance and requirements for work experience/placements

	Qualifications

Essentials

· Level 2 English

· Level 2 Maths
· Minimum Level 3 qualification in coaching and / or mentoring (or willing to work towards)
· IAG qualification or willing to work towards 

· H&S in the workplace Level 2 (IOSH)
Desirables

· Level 3 Award in teaching 
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