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Bradford College Job Description – Job reference: REQ000009
	Job Title
	Career Development Mentor (2 posts)

	Department
	Beacon Placement Services

	Grade/Salary
	 £21,063 - £22,921 per annum 

	Contract Details 
	Fixed term until 31.07.2019, full time 37 hours 

	Closing Date
	23 November 2018

	Job Summary

	The team of Career Development Mentors will provide specific work experience support to students. These roles will carry out the initial assessment and placement of learners, complete on-site reviews and assessments and complete post placement evaluations. Career Development Mentors will work directly with students to assess their skills and support and encourage them to complete extended work placements. The post holders will hold key responsibility for maximising the engagement of young people in these work placements, whilst seeking and developing working relationships with local and regional employers.

	Responsibilities

	· To engage Bradford College Students in work placements; this will enable the student(s) to extend their employability skills.

· To develop and engage in new placement opportunities in subject specialist areas.

· To promote and maximize student involvement and engagement with work placements.

· To assess student’s skills and create personalised career development plans to support further development, monitoring progress at regular intervals.

· Liaise with curriculum teams and employers to set objectives and targets for the development of the students’ skills. 

· To meet set targets for work placements in line with agreed performance indicators. 

· To develop resources for work placements and deliver these to a high standard. 

· To identify reasonable adjustments needed by the employer prior to students being paced. 

· To regularly conduct work placement visits and engage with a wide range of employers.

· Accurately record and produce reports on student engagement with work placements at regular intervals.

· To participate in the evaluation process, reviewing the quality and impact of placements and utilising this for future development.

· Produce case studies celebrating placement success and promote to internal and external audiences.

· To undertake tasks relating to the effective management and storage of documentation.

· To network internally with relevant staff to support the delivery of work placements.

· Attend and contribute to appropriate team meetings, staff development and marketing activities.

· To liaise with curriculum staff and support staff to ensure positive outcomes for students.

	Additional Requirements


	· Undertake a Disclosure and Barring Service check for this post.

· Commit to the College child protection policy and promote a safe environment for children and young people learning within the College.  Be alert to any indication or allegation of abuse and take appropriate action under the College procedures for the protection of children and vulnerable adults.

· Promote equality of opportunity and diversity in all aspects of the job and to challenge inequality and discrimination.

· Support the College management in all health and safety matters and take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions at work.
· All employees have a responsibility to keep their personal data and that of others safe by complying with current data protection legislation, the Information Governance Framework and relevant policies and procedures.  All employees must complete mandatory data protection training and maintain safe working practices.

· Depending on your role you may be responsible for or required to contribute to ensuring that the Information Governance Framework is operational at departmental level and ensure the maintenance of the department Data Audit (Register of Processing) to ensure it correctly reflects the departmental data processing activities, carry out and/or contribute as required to Data Protection Impact Assessments, Data Breach and Complaint investigations, Data Subject Access Requests and contribute to internal audits to ensure continual improvement.

	1. Qualifications, Skills, Experience and Knowledge 
	Essential
	Method of Assessment 

	GCSE 9 - 4 or nationally recognised qualification in Maths or equivalent (E.g. GCSE A*-C, CSE 1, O-Level A-C)
	Y
	Application

	GCSE 9 - 4 or nationally recognised qualification in English or equivalent (E.g. GCSE A*-C, CSE 1, O-Level A-C)
	Y
	Application

	Degree or equivalent qualification in a relevant subject area
	Y
	Application

	A teaching qualification and/or youth work qualification or equivalent.
	
	Application

	Minimum Level 2 qualification in Information, Advice & Guidance
	
	Application

	ECDL or other similar
	
	Application

	Experience of working with 16-18 year olds  
	Y
	Application/Interview

	Experience of running coaching sessions on a one-to-one or group basis
	
	Application/Interview

	Attributes

Please note that all the following criteria are essential.


	Method of Assessment (Application/Interview/Test)

	2. SERVICE DELIVERY

· Initiative, self-motivation and the ability to persuade, influence and motivate others 
· Must have a full driving licence and a access to a vehicle for use of work purposes
	Application/Interview

	3. TEAMWORK 

· Willingness to work flexibly both independently and as part of a team
	Application/Interview

	4. PLANNING AND ORGANISATION

· Able to analyse, interpret, summarise and report on information/data
	Application/Interview/Test 

	5. CREATIVITY AND INNOVATION
· Able to work independently and as part of a team.

· Able to think strategically.
	Application/Interview

	6. PEOPLE AND CULTURE

· To be passionate about working and supporting young people
· An ability to develop effective relationships with young people, college staff, employers and other stakeholders
	Application/Interview

	7. COPING WITH PRESSURES AND SETBACKS
· Effectively problem solve and working under pressure 
· Able to work flexibly and on occasions evenings and un-social hours
	Application/Interview

	8. INTERPERSONAL SKILLS

· Excellent communication skills orally, digitally and in writing
· Enthusiastic, positive and understanding of students’ needs 
	Application/Interview

	9. APPLY EXPERTISE AND TECHNOLOGY

· Competent and confident IT skills particularly in the use of spreadsheets and databases and other Microsoft tools
· Understanding of Labour Market Information and its importance in employment opportunities within the Leeds City Region

· Understanding of employability skills needed for a work placement and how to equip students with these skills
· Good working knowledge of placement processes and procedures 
	Application/Interview/Test

	Conditions of Service – 

	Salary

	Any queries on pay should be raised at offer stage.  Increments are awarded annually in September, subject to a minimum of six months’ service in the post.  Salaries are paid monthly by credit transfer into a bank or building society account on or about the 26th of each month.  

	Pension Scheme

	New employees automatically join the West Yorkshire Pension Scheme.  Full details will be given on appointment.

	Holiday Entitlement

	The entitlement for this post is 30 days per year.  The holiday year runs from 1 September to 31 August.  New staff will receive a proportion of their full year’s entitlement according to completed calendar months of service as at next 31 August.  We try to honour holidays booked at the time of appointment wherever possible.  Holiday entitlement for part time staff is proportional to the number of contractual hours/days per week.

	Term-time Only Appointments

	College holidays do not generally coincide exactly with school holidays.  You will be required to take (and be paid for) a quarter of your leave entitlement at the end of each academic term i.e. during the College Christmas, Easter and Summer holiday periods.  The remaining quarter of your entitlement will be taken, at your discretion and in agreement with your line manager during term time or at the beginning of the summer holiday period.

	Probationary Period

	All external appointments are subject to an initial six month probationary period during which progress is monitored and regularly reviewed.

	Staff Development/Continuing Professional Development

	The College encourages staff to develop their skills and knowledge through education and training identified jointly through discussions between managers and staff.  Staff may apply for financial support and/or time off to pursue relevant courses of study and such requests will be supported wherever possible.

	The College operates a no smoking policy across campus.


