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DERBY college




	Work Experience Officer (fixed term maternity cover)
Reporting to Work Experience Manager 
Base: The Roundhouse, Derby

	Hours                              15 hours per week, 52 weeks per year
Contract Type                Support
Holidays                         20 days per year pro rata 
Salary                             £20,376 pro rata

	Job Purpose

To maintain and work across the College with Curriculum, the Business Development Team, the Employers, the Learners and Apprentices to ensure all learners develop the skills, attitudes and attributes required to make a smooth transition into employment, Higher Education or Apprenticeships.
To maintain and further develop work placement / experience opportunities for learners with specific allocated group(s) of learners and/or sectors.
To provide employer and learner events to identify and promote work placement / experience opportunities 

To manage and implement effective and efficient processes to handle the volume of learners
To maintain a clear knowledge of the College’s strategic objectives and future plans and be aware of curriculum activity
To have an understanding of the products and services available to all employers from Derby College, Roundhouse Thinking, Roundhouse Events and Roundhouse Recruitment
To support the Manager(s) in relation to international placements and processes

To input and maintain all relevant information systems which support the Derby College systems and processes
To respond promptly and efficiently to any employer enquiries 
 

	Key Responsibilities

Staff

· To identify, establish and develop a network of employers to provide appropriate work placements and ensure that they conform to all College legal, health and safety and other statutory requirements.

· To invite employers to join the Employment Skills Academies and associated advisory boards across College
· To provide employer and learner events to identify and promote work placement / experience opportunities 
· To ensure that the learners’ education, training and welfare entitlements are undertaken in accordance with College and other statutory requirements.

· To identify and arrange projects for learners to work on with employers
· To identify and arrange for employers to host visits for learners to their place of work

· To identify and arrange for employers to give specialist talks to learners

· To maintain a wide, up to date, knowledge of employer engagement across all sectors

· To work in partnership with employers and stakeholders to secure relevant and meaningful work placements / experiences, including LEP priorities
· To develop and maintain the Employment and Skills Academies Boards, ensuring there is a minimum of 4 organised per academic year

· To maintain and develop Employer Academies
· To work with relevant teams to support the conversion of full-time learners into employment, higher education or apprenticeships.
· To work alongside the Employer Academies and Employment Skills Academies to develop and deliver Enterprise and Entrepreneurial Skills and Projects

· To support and raise awareness of opportunities to all stakeholders for events and college activities.
· To identify and support opportunities for new start-up businesses for learners through Enterprise and Entrepreneurial activities.
· To meet placement work experience targets ensuring every learner has at least 1 work experience / placement opportunity per year.
· Ensure learners have opportunity to achieve specified learner hours, outlined by the curriculum areas.
Learners

· To support learners with CV and interview techniques through workshops and enrichment activities.
· To deliver work experience presentations and regular class visits to support opportunities 

· To ensure that all learners have a meaningful and relevant work placement / experience which enables them to develop employability skills and as an individual through the experience

· To ensure all learners experience an Employer Engagement made up of specialist enrichment activities with speakers, visits and projects
· To ensure all learners are given the opportunity to experience Enterprise and Entrepreneurial activities with internal and external stakeholders
· To monitor, track and record the attendance and progress of all learners in placements, utilising the Colleges recording systems and procedures
· To maintain a clear vision, purpose and high expectation focused on learner’s achievement and progression.

· To provide effective information, advice and guidance to learners and employers
· To ensure learners complete surveys relevant to their placement or enrichment activities to demonstrate the impact measure
Curriculum

· To ensure Employers influence the curriculum through formal feedback questionnaires and Employment Academies and Skills Boards

· To embed Enterprise and Entrepreneurial activities in curriculum projects.

· To work in conjunction with curriculum areas to support ILP’s in relation to employability skills.
· To monitor and work collaboratively with the Business Development teams, Curriculum and staff from other areas of the College, and those in support roles, to ensure that all data is available and inputted into the relevant systems in a timely manner.

· To ensure audit / Awarding body / inspection / funding criteria are adhered to and work with the Quality Team to review procedures, particularly following external visits or following the introduction of new developments.

Business Development

· To offer quality support to employers enabling CPD opportunities and personal and professional development to support learners work experience / placement

· To continually put forward constructive proposals to improve quality procedures to improve efficiency and effectiveness.

· To forge relationships with stakeholder influences to promote the perception, reputation and awareness of learners at Derby College

· To source new opportunities for partnership / collaboration work for Apprenticeship progression and joint delivery

· To promote and market apprentice opportunities to employers when opportunities arise
Data Management

· To maintain and ensure allocated business reviews are updated in a timely manner with accurate information

· To use the CRM system to store, retrieve and manage client information 

· To support and contribute towards the development / maintenance of quality systems in relation to industry benchmarks

· To ensure audit / Awarding body / inspection / funding criteria are adhered to and work with the Quality Team to review procedures, particularly following external visits or following the introduction of new development.

· To prepare reports and other material in support of Business Development and present data in a suitable format at both internal and external meetings.
Resource Management.

· To ensure utilisation and efficient use of resources within the area including physical space, equipment and materials.

Financial Management.

· To ensure compliance with financial and procurement systems, policies and procedures, achieving value for money and control of expenditure.

· To implement and supply the Finance Department with financial figures as requested

Health, Safety and Environmental Management.

· To ensure all work placement / experiences are safe and meet the safe guarding requirements in line with Health and Safety, SFA and Ofsted guidelines and ensure that work placement /experience does NOT take place if the Pre-Vet is not current or not a suitable environment
· To liaise with Health and Safety Manager(s) in Derby College to ensure that legal and legislative guidelines are met

· To deliver Health and Safety briefings as and when required to employers and learners

· To ensure that the central database is maintained, for audit evidence, of all active work experience / placements that demonstrates Health and Safety compliance including required insurance certificates

· To ensure risk assessments are current and in place for external activities or with external visitors.
· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To report Health, Safety and Environment risks within your working area in line with the relevant College procedures and guidelines

Continuous Improvement
· To capture case study testimonials for PR and evidence of positive impact

· To support Work Experience Quality Standards to enable and encourage employers to work towards 
· To complete relevant surveys in operation and support with other survey requirements as requested

· To ensure adherence to College Policies, Procedures and Guidelines, using appropriate standard tracking, forms, communication methods etc.

· To support, input, encourage and promote a culture of continuous improvement and development through regular evaluation and review.

· To ensure programme and learner records / data is monitored, maintained, evaluated and improved by deploying quality improvement processes

Personal Effectiveness

· To be responsible for your own continuous professional development ensuring that your skills, knowledge and practice are current and future focused and that you stay abreast of key policy changes 
Team Management

· To support new team member’s induction.

· To ensure you and colleagues comply with statutory and contractual obligations regarding health and safety, equal opportunities and general working conditions etc.

· To inspire colleagues and team members by sharing ideas and increasing their knowledge/awareness

· To support implementation of new processes and procedures to secure efficient and effective working practices

· To receive and answer enquiries from other College staff and provide reports as required.

· To identify improvements by sharing ideas and increasing knowledge / awareness across the College to achieve excellence and meet industry standards.

Management Information/Reporting

· To ensure quality standards and KPIs are met to ensure the maintenance of high quality provision for learners at all times, to provide information for inclusion in the Quality Improvement Plans (QIPs) and report on progress to date as and when requested
· To ensure the quality standards and performance measures applying to the department are adhered to and met
· To ensure completion of surveys for work experience activities and monitor the impact measure, acting upon both negative and positive feedback from employers and learners to ensure successful outcomes.
Flexibility

· To efficiently co-ordinate appointments and business needs, working flexibly (weekends and evenings) when required.

· To attend meetings and conferences on and off site and represent Derby College, as agreed by management and disseminate to other colleagues and College staff as necessary.

In carrying out your duties, ensuring that:

· You maintain up to date knowledge of Awarding Body and Legislative requirements and have a thorough knowledge of Health and Safety, Equality Opportunities and Diversity, Prevent, Safe-guarding, Self-Assessment Reports (SAR), LEP priorities, SFA, Ofsted, employer Quality Standards and Quality Assurance requirements and expectations
· You abide by all College policies, procedures and processes ensuring legal compliance to the College

· You are a role model for the College’s values, beliefs and behaviours

· You model the highest professional standards to staff and learners in all aspects of this role, maintaining a visible presence around the College and leading by example.

· You commit to working in a cohesive, supportive and forward-thinking team of colleagues which shares an ambitious vision to secure an outstanding status for the College.

Duties Across College

· To provide a professional customer service to both internal and external customers.

· To demonstrate flexibility in responding to changing demands in personal, departmental or the College’s workload.
· To take responsibility for one’s own professional development and continually update as necessary.
· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health and Safety, Child Protection and Risk Management Policy and legislation in the performance of the duties of the post

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.


	Competencies

Essentials
· Must have good IT user/computer skills, literacy and numeracy
· Excellent organisational and time management skills 
· Excellent communication skills, both verbal and written, with both internal and external stakeholders at all levels

· High level of interpersonal skills with strong customer orientated interpersonal skills
· Ability to maintain a positive approach to challenging situations

· Ability to work to tight deadlines in a pressured environment

· Ability to work as an effective team member

· Ability to work towards stretch targets

· To use initiative, be highly flexible/adaptable and be responsive to change
· Good self-motivation with an ability to work independently 

· Good ability to motivate and inspire others; to be open and responsive to others
· Creative, innovative, flexible and enthusiastic

· Customer focussed with excellent customer service skills
· Focussed on quality and impact measures with good analytical skills

· Self-confident and tenacious

· A good knowledge of administration procedures and systems
· Knowledge of CRM system
· Access to own transport
Desirables
· Knowledge of Health and Safety Pre-Vets and Risk Assessments
· Ability to work with ambiguity
· To recognise the important from less important and prioritise accordingly
· Sales, Negotiation and Mediation Skills
· Understanding of the College environment

· Understanding of the Common Inspection Framework, Adult Learning Inspection, Apprenticeship Frameworks / Standards and Assessment Strategy

· Understanding of LEP priorities, SFA and Ofsted requirements for work placement / experience

· Understanding of employer Quality Standards and Quality Assurance

· Knowledge of funding streams available



	Qualifications

Essentials

· Level 2 English
· Level 2 Maths
· Full driving licence
· Level 3 / 4 in IAG or willing to work towards

· Level 2 / 3 IT or willing to work towards
· Level 2 Customer Services or equivalent experience
· IOSH or NEBOSH or willing to work towards
Desirables
· Level 3 Teaching Qualification
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