



     BARNSLEY COLLEGE

JOB DESCRIPTION (REC 3)  

Post Title:


Work Placement Officer


College/ Department:

Engineering 
Reporting to: 


Programme Manager
Grade: 



Scale 4
Summary of the Post 
The post holder will be required to liaise with construction companies, in association with our work based learning assessment team, to seek out work-placement opportunities for all our full time learners throughout the academic year. You will be responsible for organising the logistics for the work placement or work experience and ensure that the necessary health and safety and safeguarding procedures are in place. 
The post holder will be required to support learners with their work placement, ensuring that all learners produce a dairy/log of their time whilst on placement, and providing support to those individuals. This will also include the monitoring and reviewing learners on-site that are undertaking work placements within industry.  In addition to this, it is expected that the post holder will positively promote the college and specifically construction apprenticeships.

Departmental Duties 

· Liaise with construction companies to seek out work placement/experience opportunities

· Liaise with other college internal departments ensuring that a co-ordinated approach to employer liaison is maintained

· Comprehensively record and plan all work placement/experience opportunities within the department

· Organise the logistics for learners undertaking work placement/experience
· Implement work-placements for FT FE 16-18 learners as part of their programmes of study

· Seek out opportunities for apprentices that may have been made redundant

· Support learners in order for them to produce a work placement log/diary, documenting the skills and experience they have gained

· Promote the apprenticeship and traineeship programmes that the department offer within industry.

· Ensure health and safety and safeguarding procedures are in place with the companies that are offering work-placements

· Monitor the attendance of learners whilst on work-placement

· Monitor learner progress whilst on work-placement

· Promote appropriate Barnsley College courses and training programmes to all key customers and stakeholders

· Cold call external organisations to arrange appointments, generate, promote and increase the company participation in work placement and experience
· Liaise with course leaders when planning work placement/experience activities

· Obtain and collate feedback from employers post work placement
· Obtain and collate feedback from learners post work placement

· Evaluate the learners experience, and make recommendations relating to further placements within any particular company
· Respond to all employers enquiries in a timely manner.

· Brief learners prior to them undertaking a work placement, ensuring that they fully understand their commitment and our expectations
· Participate in team meetings

· Manage own caseload of companies by organising visits and meetings with new and existing employers.
· Create and maintain accurate records 
· Provide statistical information on individual activity
· Any other duties commensurate with the grade as appropriate

Standard Duties in all College Job Descriptions

· Engage in the implementation of College Quality systems.

· Show a commitment to diversity, equal opportunities and anti-discriminatory practices. 

· Show a commitment to ensuring that children and young people learn in a safe environment. 

· Ensure that all information is secured, used and maintained in line with internal and external standards including ensuring that confidential information is processed in line with the Data Protection Act and College policies

· Participate in relevant and appropriate training and development as required 
· These duties may be amended from time to time by the line manager in consultation with the post holder.

Method of Working

Barnsley College expects all staff to work effectively as part of a team or teams, delivering high quality education and support to staff and students.  As a minimum this requires dealing with people politely and tactfully, communicating with colleagues and students both formally and informally, offering guidance and information in accordance with College guidelines, policies and procedures when requested and contributing to the maintenance of the Barnsley College environment. In order to do this staff are expected to make themselves aware of the relevant policies and procedures. All staff are required to maintain confidentiality as required.   

Public Relations
Considerable importance is attached to the public relations aspect of all work undertaken by Barnsley College staff. It is a prime objective therefore that staff will at all times project to the public the image of the College as keen to assist wherever possible, and positively promote the work that is carried out across its various services.

PERSON SPECIFICATION  REC 4  - Work Placement Officer

	Specification


	Essential
	Desirable
	Examples Measured by

	Education and Training

Formal qualifications and relevant training
	Relevant NVQ Level 2 in a construction related area (or equivalent qualification)

GCSE Maths and English (or equivalent)


	D32/33/A1/A2 Assessor Awards

Level 3 teaching qualification (e.g. CTLLS) or willingness to work towards


	Application Form 
Documentary Evidence
References



	Work Experience

Ability to undertake duties of the post


	At least 2 years’ work experience in a construction setting or working with construction companies
	Experience of working with students


	Application Form
Interview
Performance of task / test at interview



	Skills and Knowledge

Includes abilities and intellect


	Understanding and experience of working with construction companies

Knowledge and understanding of the needs of students within the workplace

Organisation, team working and time management skills

Excellent Communication skills both written and verbal


	Knowledge of programme content and expectations within placements

Counselling skills

IT Skills
	Application Form
Interview
Performance of task / test at interview



	Personal Qualities

Includes any specific physical requirements of the post – (subject to the provisions of the Equality Act)


	Empathy for students

Confidentiality

Approachable

Professionalism


	
	Application Form 
Interview
Performance of task / test at interview



	Suitability to work with children, young people and vulnerable adults

Issues relating to safeguarding and promoting the welfare of children, young people and vulnerable adults
	Motivation to work with children, young people and vulnerable adults

Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults

Emotional resilience with challenging behaviours
	
	Interview
References
Disclosure and Barring Service disclosure 




