BARNSLEY COLLEGE

JOB DESCRIPTION (REC 3)  

Post Title:

  Industry Placement Coordinator
Department:
                Employer Engagement 
Reporting to: 

  Industry Placement Team Leader
Grade: 


  Scale 4 
Summary of the Post 
To raise the profile of the College in the local and regional business community and develop consistently positive relationships with employers and business networks.

To ensure the growth of work placement opportunities against specified areas of college provision. To meet with, support and monitor students during work placement.
Main Duties 

· Liaise with specified industry sector(s) to seek out Industry Placement Coordinator
· Engage with employers in a variety of ways through use of social media, email campaigns, face to face meetings, networking events and telephone calls
· Meet allocated targets in successful completion of work placements for allocated student cohorts
· To work closely with students to identify career interests and aspirations
· To work closely with colleagues in other departments to implement an effective cross-departmental approach to employer engagement
· Liaise with course leaders when planning work placement/experience activities
· Respond to all employers’ enquiries in a timely manner
· Participate in team meetings

· 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.

Departmental Specific Duties 

Through the Department of Work Placement, the work placement team engages with new and existing employers to support the curriculum in recruiting learners to meet the contract value agreed with the senior management team.

The post holder will form part of the work placement team with a specific responsibility to meet allocated targets within specified sectors of college provision.

They will spend a proportion of their time recruiting employers to meet targets, visiting students on work placements and ensuring all requirements relating to safe and high quality work placements are met. The post holder will take responsibility for specific curriculum area of responsibility for work placement activity, working with subject experts to ensure all students receive appropriate work placement opportunities.
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 - Industry Placement Coordinator
	Specification


	Ref
	Criteria
	Essential / Desirable
	Examples Measured by

	Education and Training

Formal qualifications and relevant training


	ET1
ET2

ET3
	Relevant Level 2 qualification (or willingness to work towards)

GCSE Maths and English or equivalent Level 2 qualification (or willingness to work towards)

Level 3 award in Education and Training (or equivalent) 

	Essential 

Essential

Desirable 
	Application Form

Application Form

Application Form

	Work Experience

Ability to undertake duties of the post


	WE1
WE2

WE3

WE4
	Experience of working within a customer focused environment

Experience of working with students in a further education role

Experience of working/liaising with employers

Experience of building positive relationships with employers


	Essential

Desirable

Desirable 

Desirable 
	Application Form / Interview 

Application Form / Interview 

Application Form / Interview 

Application Form / Interview 



	Skills and Knowledge

Includes abilities and intellect


	SK1
SK2

SK3

SK4

SK5

SK6

SK7

SK8
	Ability to prioritise workload and be self-motivated 
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
Ability to use IT for word-processing and data inputting.

Knowledge of programme content and expectations within placements

Knowledge and understanding of work placements
Knowledge and understanding of T-Level qualifications and Industry Placements

	Essential

Essential

Essential

Essential

Essential

Desirable

Desirable

Desirable


	Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

Interview / Task

	Personal Qualities

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


	PQ1

PQ2

PQ3

PQ4
	Empathy for students

Confidentiality

Approachable

Professionalism


	Essential 

Essential

Essential

Essential

	Interview / Task

Interview / Task

Interview / Task

Interview / Task


	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

	CH1

CH2

CH3
	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


	Essential

Essential

Essential
	Interview / References / DBS Check
Interview / References / DBS Check
Interview / References / DBS Check


