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JOB DESCRIPTION

	JOB TITLE:

                    Placement Co coordinator
DEPARTMENT:                                 Employer Engagement                  

SCALE:

                     6


DIRECTLY RESPONSIBLE TO:        Apprenticeship, Employer Engagement & Contracts Manager



	Purpose of Job:


To lead on the co-ordination of the work placement activities for students, employers and curriculum inclusive of T-level programmes. You will be responsible for the planning and implementation of the work placement and T-level strategy ensuring that work placement and the T-level placement targets are met. You will report on the sourcing of placements, maintaining and monitoring the central database, ensuring compliance for health and safety and be responsible for the coordination of the communication with College staff, employers and external partners on the outcomes of placements. You will have a caseload and will lead by example.
You will work closely with the Career Coaches and Employer Engagement Advisors to ensure the strategic plan is met ensuring all placement activities are carried out in line with College guidelines. Emphasis is placed on supporting the work of teams and providing an efficient and effective customer-oriented service and to ensure that deadlines, targets and outcomes are met.




	Main Responsibilities and Duties:

Main Duties and Responsibilities: 

1. Lead on the development and implementation of systems to support the T-level and Transition work placement implementation. 

2. Carry a caseload within the Employer Engagement Team

3. Support the sourcing of work placement opportunities for learners across the College in conjunction with the Career coaches, learners, tutors and the Employer Engagement team.

4. Contribute to the training of tutors and other curriculum staff on work placement processes through the development of guidance resources and attendance at curriculum meetings

5. Deal with enquiries from employers, Career coaches, Employer engagement team and curriculum staff in relation to work placements and T-Levels.

6. Coordinate the financial aspects associated with the implementation of the T Level work placemen and work with the apprenticeship and employer engagement manager to ensure the budget is maintained.

7. Collate and check student data and information, and produce a range of reports required by internal and external partners.

8. Maintain appropriate filing systems, manual and computerised, along with storage, retrieval, updating and preparation of information for strategic reporting purposes. 
9. Attend and contribute to curriculum team meetings and other cross-College meetings concerning  work placement activities
10.  Liaise with curriculum and support teams in College and externally, to ensure the smooth and efficient operation of the service
11. Participate in training and development, as appropriate for the T Level strategy
12. Liaise with Learner Services to ensure support for learners in preparation for or whilst on work placement is in place.
13. Ensure staff are supported to assist employers to fully understand the placement programme and any involvement expected from them

14. Monitor and co-ordinate compliance for work placement suitability checks .Monitor and track students through their work placement and liaise with employers and College staff on 

15. Promote safeguarding the welfare of learners whilst on work placement.
16. Managing records using cross-College IT packages such as the WEX portals and other college reporting systems.

17. Undertake any other duties that may be reasonably required, commensurate with grade and 

        Scope of this post and agreed with the relevant line manager. 

PHYSICAL CONDITIONS

Place of Work

The post holder will be based at Deane Road, however due to the nature of the post the post holder may be required to work at any premises at which it may from time to time provide services including all Community locations.

Working Hours

The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities.                                                                                                                                                                                                                                                                                                                                                                    

A certain amount of flexibility is therefore required of the post-holder, whose work pattern may vary from time to time involving work on an evening or some other time outside the stated pattern as part of the working week.  Intended variations to work patterns would be notified as soon as possible.  In normal circumstances where you work beyond your contracted number of hours, time off in lieu may be given.  

Training
The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post-holder may therefore, at the discretion of management, be required to undertake training and development appropriate to present and future needs of the College.

All staff will be required to participate in an annual staff development review and appraisal.




	P   SOCIAL CONDITIONS
T    Probationary Period
If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed. The Corporation reserves the right to extend the probationary period, if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving written notice of one month.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

Appraisal
The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.

In the interests of Health & Safety, smoking is not permitted in Bolton College.




JOB DESCRIPTION PREPARED BY: Director of Apprenticeships and employer engagement
DATE:          May 21
