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Appointment of Employability Coordinator
Full-time, 37 hours per week Term Time Only + 5 days (0.XXXfte)

OUR VISION: To become a national hub for excellence in 16-19 education.



Introduction
from David Shaw

College Principal

I’m delighted that you’ve expressed aninterestin

the position of Employability Coordinator at Bilborough College.
This post providesan excellent opportunityforan outstanding
individual to join a successful sixth form college at an exciting stage
inits development. Thisis a great opportunityto joinour

committed and passionate team.

You will be joining a flourishing institution with strong
student outcomes, fantastic enrichment and development
opportunities, and an innovative and creative teaching and
learning culture. As a result of its excellent re putation, student
numbers have grownbyover300in the last3yearsandthe
collegeis expecting to be atamaximum of 2165 students from
September 2024.

We are extremely proud that following our latest Ofsted
inspection in November 2023, Ofsted rated the College
‘Outstanding’ for ‘Student behaviourand attitudes’ and as
‘Good’ for ‘Overall effectiveness.’ The college was praised for
fostering, “a nurturing and aspirational culture in which
students, from manydifferentbackgrounds, flourishtogether”
and benefit from “a vibrant, purposeful environmentandthe
diverse andpositive culture”.

We attribute our success to our committed and talented staff
team whoare committed to providing the verybest

learning opportunities and support forthe youngpeople we
serve.

In November 2019, Bilborough College converted to
Academystatus andjoined the Better Futures Multi Academy
Trust, a new Multi-Academy Trust, designed with sixth form
collegesinmindandsponsored by Coventry University. This was
a natural stepin our collaboration with a leading university and
otherSixth Form Colleges and provides a unique experience for
ourstudents.

Membership ofthe Trust provides freshand

innovative opportunitiesfor our students that raise aspirations,
accelerate progression and ensure even better-quality provision
forall students through sharingexpertise with new partners. New
and high-quality staff development opportunities across the
Trusthelpusto continueto retaintalentand to attract the best
staff.

Bilborough remains a sixth form college in name, ethos
and educational characterandasaresultretainsits
unique positionin Nottinghamshire and Derbyshire, whilst
enjoying the benefits of working as part ofa largerentityand
collaborating with colleaguesacrossthe multi-academy trust.

Joining adynamicanddedicated Careers Team that supports
studentsinavarietyof ways, you will have the opportunity to
developandpromote a positive growth mindset forour
students that enablesthem to progress successfullyonto the
next stage of their lives.

We have agrowingnumber ofstudents considering
apprenticeship, educationand gap year ratherthan Higher
Education. This is an excitingopportunity to make a real
difference to ourstudents’ experience at Bilborough and
theirlife chances byensuringtheyare well supportedand
guidedto achieve their full potential throughout their joumey
atcollege, enabling themto progress successfullyto the next
stage of theirworking lives.

The successful candidate willidentify and recruit a caseload
of students to supportinto employment, a pprenticeship or
gap year.Theywill, ideally, have a proven commitment to
supporting young people to achieve employment related
outcomes, as well as the skills and knowledge gained in a
business/industry setting to provide expert advice and have
the abilityto leverage employer support to help our
students.

If you have a positive, proactive approach, enjoy working with
and challengingyoungpeople to achieve their full potential
and are ableto workcollaborativelyas part ofa busyteam,
we wouldlove to hear from you.

Furtherdetailsabout the college and how to applyare
includedin thispack. Should you decide to doso, we look
forward to receiving your completed application by 8.30am

on 24th June 2024. If you would like to speak to us about the
role and/or processplease contactthe HR department on 0115

851 5861 orby email at hannah.reeves@bilborough.ac.uk.







Bilborough College Ethos

We are proudthatin January 2024, Ofsted recognised the College
was OUTSTANDING for behaviours and attitudes of students and as
‘Good’ for Overall Effectiveness. The inspectors recognised that the
collegeis passionate about ourvision for students to “become who
you are, become whoyou wantto be” andthat students benefit
from the “the strong culture of mutual respect and tolerance’ and
‘feel safeinthe calm and welcoming environment.”

Students at Bilborough College are “enthusiasticand curious, with
exceptionalattitudes to learning” andinspectors noted that students
describing themselves as “extremely proud to be Bilborough
students”.

Teachers have high expectations oftheir students, and theytreat
students as adults, expecting themto be self-motivated and
autonomous in their learning.

We attribute our success to our committed and talented staffteam.
At Bilborough, expert teachers, specialist ‘Skillsand Progression’
teachers and support staff work together to provide a purposeful
learning environment where students can be themselves, are treated
as responsible individuals and given the support and challenge they
need. We provide a relevant, broad andrich curriculumsothat our
students canreach theirfull academicand wider potential

while developingthe independence, resilience and awareness
necessaryforsuccess as responsible global citizens.
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Poppy (Year 12)

We are proudto be part of a college where everyone can succeed,
where students with s pecial educational needs and/or disabilities are
very well supported. Although we are largerthan a school sixth form,
helpisalways available for students fromour dedicated Student
Support Team. Each studentis assigneda Skillsand Progression
teacherto provide them with pastoral support and review their
academic progress. Students also receive support fromthe

College's Learning Support Team, Student Counsellors, Student
Welfare Officer and Student Wellbeing Coaches.

At Bilborough personal growth and skills development are highly
valued alongside academic achievement. The Ofsted team were very
impressed with our “richandvaried programme of extra-curricular
activities” and our “extensive range of progression and work-related
activities” which build skillsincluding “problem-solving, resilience
and digital literacy” and we are already taking further steps to
strengthen guidance for those who aspire to employment at the end
of theirstudies. Thisallencouragesus to continue our mission ‘to
develop confident, curious, happystudents, readyto change the

’”

world forthe better’.

We are especiallyproud ofour high-quality offer for enrichment
and extended studies known as ‘Bilborough Xtra’ which

Ofsted noted offers “useful additional learning opportunitiesthat
helpstudents to become well-rounded individuals .”

As a result ofthe high priority we place on preparing students for
successful progression, supporting them to develop the necessary
skills, attitudes and resilience, a large proportion of our students go
on to higher educationandthe remainderinto higher

level apprenticeships with high status regional or national
employers, employment or further training.

UCAS data indicates that a high proportion of ourapplicants to higher
education are successful in gaining places overall at university.

In addition, the most recent HESA reports showthat a high
proportion of ouralumni who progress to higher education

leave university with first or upper second-class degrees (4%
above the state sectoraverage for schools and colleges

in the most recent data). This is a particularly strong
characteristicforthose of the college’s students who live inareas
with low participation rates (3% above the national average inthe
mostrecentdata).




Better Futures
Multi Academy Trust

Our Mission (Why do we exist?)

To develop confident, curious, happy students, ready to
change the world forthe better

. ) -~ - P P
Our Vision (Where are we heading?) -

To become a national hub forexcellence in 16-19 education

Our Values (What is important to us?)

Ambitious:

We are committed to creating exceptional learning experiences forour
students, staff and communities. We seek creative solutions to our
challengesandare always striving to connect newideaswith concrete
realities.

Curious: d ‘ﬁma colleqe
We have alove of learning and a strong desire to know more. We

constantlyaskquestions of ourselves and others, embrace new a pproaches

and aren’tafraid to make mistakes. W qm“)% M/f/ w

Involved: . v
We are inclusive, open and are all actively engaged to make a difference to W €

the communities we serve. We value and celebrate our communities’

diversity of thought, expertise, experience and background. 30"‘/@ g W“ “)()i/‘/
Supportive:
We support each other’s workand we support each other as individuals, W(Ji/ WM

both professionallyand personally. We help each otherto make decisions

thatimprove our work and benefit our students, staff and community. gtw s m w
€

Genuine: ’,
We always tellthe truth, own upwhen we’ve made mistakes and deal with l

the consequences of ouractions. Our actions reflect the things we sayand cv o

the values we believe in.

Abdus (Year 12)
Optimistic:
We view everything with a positive eye and an open mind. We strive to
fosteranenvironmentofoptimism, even in the toughest of situations.

As a staffteamwe areinclusive, open and actively engagedin our work. We
encourage staff to be their whole selves at workin a positive and reflective
culture where staff and students are willing to take risks and learn from
theirmistakesin orderto keepimproving.

We provide our staff with extensive CPD opportunities as a College and on
a cross-MAT basis to encourage them to be the besttheycanbeand
supporttheirwellbeing.



Better Futures | e
Multi Academy Trust
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What do we believe?

1. Educationshouldbe focused on developing people with a
love of learningand aninsatiable curiosity

2. Wefocus on takingstudents on that journeyfrom being
school children to being young adults ready to change the
world for the better.

3. Wearerelentlessly optimistic aboutthe capacity of our
staff to lead students on that journey.

4. Whether 16 or 60, we believe that all peoplecanstill grow
and develop.

5. Peoplecanonlyreallythrivewhen they bringtheir whole
selves to work/college.

6. We thrive when we feel trusted and have enough
autonomy over our work to be ableto focus on getting
better atit.

7. Mistakes and failures can besome of our most useful
learning opportunities and should becelebrated as such.

8. A focusonthe wellbeingand happiness of our students
andstaffare not optional extras.

Our strategiccommitments... /

Ourstrategic commitments bring together our mission, vision and '
values. They help us measure our progresstoward achieving our vision !
as setoutin ourstrategicaims and objectives and encourage the
application of ourvalues.

These strategiccommitments are:

(Student Development) To increase the leadership and influence of
ourstudents, ensuring they thrive, have fun, & are readyto change
the worldforthe better

(Staff Development) Our people are atthe heart of everything we do,
we all focus on personalongoing development and seekto thrive in all
we do

(Resources & Services) Continue to secure finandal strength sowe can
facilitate the ongoing development of our students & staff in a well-
resourced & serviced environment

Daniel (Year 12)



BF MAT Attributes

At Bilborough College, we are committed to excellent academicachievement alongside outstanding
personal growth. We have thereforedeveloped aset of attributes which runthrough everythingwe
so and which apply to everyone inthe building, both students and staff. We actively work to develop
these skillsin everyone as akey part of achieving our mission and vision.
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I know | can | know | can I know | can

Get things Communicate Act with
Done effectively Integrity

because l: because I: because I:
Prioritise, manage & organise my Work well with others, build Take responsibility for my actions
commitments to deliver on time. relationships based on empathy, and recognise the impact on
trust & mutual respect others and the environment.
Make well-informed decisions,
showing initiative, imagination, Engage different audiences, Take pride in my work and my
and an ability to inspire others. appreciating the diversity of achievements, leading by example.
background, culture & thought.
Use my knowledge and skills to Can be myself, while celebrating
make a positive impact. Listen carefully to others, showing  our differences and the things that
interest & asking questions to bring us together.

better understand their perspective.
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I know | can I know | can I know | can
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Adapt my Remain Think
h iti Creativel
Approac Positive reatively
because l: because I: because I:
Embrace an ever-changing Am resilient and view failures Am confident in using my
world, responding with flexibility as opportunities to learn and imagination to help find solutions.
and optimism. improve.
Embrace an entrepreneurial
Remain open-minded to new Take care of myself and those mindset to have a positive impact
ideas and perspectives from around me. on my career and community.
others.
Make opportunities to have fun. Am constantly developing,
Understand my strengths and demonstrating curiosity and a

weaknesses to collaborate, desire to know more



The college’s Local Governing Body has 17 governors
with a wide range ofrelevant professional skills and
backgrounds represented. Thisincludestwo student
governors, two staff governors and two parent governors.
The Local Governing Body provide excellent supportand
challenge to the College’s Senior Leadership Team.
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Matthew (Year 12)

Governance & Leadership

Along withthe Prindpal, the Senior Leadership comprises:
* DeputyPrindpal

* Assistant Principal, Curriculumand Quality

* Assistant Principal, Student Progress

* Assistant Principal, Student Services

* DirectorofHuman Resources

* DirectorofPlanning& Operations

* AssodateSLTx3

* Administrative Officer for SLT/ Clerk to LGB.

College hasa wider Curriculum Management Team comprising 8
Heads of Faculty, a LearningSupport Manager and Head of
Bilborough Xtra. The team meets regularly with SLT members and
acts as a vital forum forrefining strategies and policies and as an
engine forimplementing improvement across the college. Course
Leaders for each subject provide operationalsupport and guidance
to teaching staff teams. Each member of staff alsohasa dedicated
coach to help with theirown development.

The college has a finandal health rating of Excellent with the ESFA.
In-year performanceisinline with the budget for

the year. All members ofthe senior leadership team contribute

to the process of financial planning and budgeting. Management
accounts are produced each monthand scrutinised by SLT and
governors.



Why work with us:

Teaching in a sixth form college offers many of the benefits of both the secondary school sector and the Further Education (F E) sector.
Bilborough College is an exciting, inclusive, dynamic and hugely rewarding place to work. Here are just some of the reasons w hy:

Post — 16

Itis aparticular privilege to focus specificallyon the higher order skills
and knowledge that make up A Levelsand Level 3 Applied Generals.
Debate, discussion and exploration ofthe s pecificationandbeyond are
what makes teaching post-16 sorewarding.

Behaviour and conduct

Following the College’s recent Ofsted inspectionin November 2023
which rated the College as ‘Outstanding’ for student behaviours and
attitudes and as ‘Good’ for overall effectiveness it was noted that
students atBilborough College are enthusiastic and curious, with
exceptionalattitudes to learning.

As a post-16 provider, we put a strong emphasison developing our
studentsintoyoungadults and onto the next stage of their chosen
career path. We encourage them to not just study, but to contribute
and lead in all areas of College life. We offer a wide range of
enrichment activities, work experience and College trips. We provide a
very positive environment and encourage equalityand diversity. We
promote high levels of respect and tolerance withinin the College and
deal with veryrare instances of misbehaviour easilyand rapidly

Our Students

Yearon year, the vast majority of our students who applyto university
are successful. Many of our students will be the first in their family to
do so. Workingwith these youngpeople means you have the
opportunity to make a real and significant impact on their lives. You will
be in a position to make a dynamic difference to their futures and that's
whatbeinga teacheris all is about; making a difference to younglives.

Early Careers Teachers (ECTs)

We believe newly qualified teachers should receive extra supportin
theirfirstyear of teachingand beyond. Whether you trainedin
Secondary Educationor Further Education, we will help you to become
a qualifiedteacherandguide you through yourfirst year of teaching
and helpyou achieve Qualified Teacher Status (QTS) or Qualified
Teacher Learning and Skills (QTLS) status. All NQTs will have a reduction
in timetable and will have opportunities to participate in regular
professional development activities.

Staff Wellbeing

We place considerable e mphasis on ensuringthe wellbeing of our staff.
As well as a team of s upportive managers who work with staff to
identifyandimplement strategies to support staffand reduce
workload, the College also has a staff-led wellbeing group who devise
and implementa range of activities to support wellbeing and sodal
interactions including s taff quizzes and occasional free pilates for staff
atlunchtimes. Staffalso have accessto free counselling sessions with a
qualified counsellorifrequired. We have a fully equipped gym on site
and staff can take advantage ofa discounted membership.

CPD

We provide our staff with extensive CPD opportunities as a College and
on a cross-MAT basis to encourage them to be the best they can be and
support their wellbeing. Thisincludes cross MAT CPD days bringing
togetherallstaff fromacrossthe Trust. All staff have a dedicated
personal development coachto support their ongoingdevelopment.

Terms & Conditions of Employment

The terms and conditions for staff are basedin national terms and
conditions for teachingstaff working in sixth form colleges (‘the Red
Book’) andagreed bythe Sixth Form Colleges Association (SFCA). This
includesworkingtime andsalaryscales.

Salary-Thesalarywill be on the paystructure of the SFCA Teaching
Staff payscale ranging from £30,500 for early careers teachers to
£47,133 perannum depending on experience.

WorkingTime - Working Time - Teachers are required to work 195
days peryearduring term-time (190 days are teachingdays). Weare a
family-friendly employerand tryto provide flexible working forall our
staff within the constraints ofworkingwithin an education
establishment.

Contact hours fora full-time teacherare upto 22.5 per week plus 1.5
hours ofsubject support. Other time for meetings, open days, parents
evening etcis as directed by the Principal.

Pension - The successful candidate willbe eligible to join the Teachers
Pension Scheme andyou will automatically become a member unless
you optnotto join.

BILBOROUGH

SXTH FoRM CoLLtas



Job details

Post: Employability Coordinator

Grade: Grade 6 on the SFCA pay spine (£29,346 - £31,219 FTE)
Location: Bilborough College, Nottingham

Responsible to: Careers Manager

Overall/key purpose

The Employability Coordinator will join our professionaland enthusiastic Careers Team. The purpose of the role
isto provide expert support to students considering apprenticeship, employment and gap year options rather
than progressing directly into Higher Education.

The candidate will use theirskills and knowledge gained in a Business/Industry setting to provide expert
supportto students considering apprenticeship, employment and gap year options, ratherthan progressing
directlyinto Higher Education.

We have a growing number of students choosing these pathways, and are keen to expand our Careers Team
with a new colleague who can bringinsight and experiencein modern recruitment practices from theirrecent
experience within abusiness.

You will work with the Careersteamin meeting the actions on the Quality Improvement Plan (QIP)

Main Duties and Responsibilities

Key Duties and Responsibilities

+  Be the expert on employability skills, CVs, cover letters, interview skills, assessment centres, professional use
of social media, and modern recruitment practices

*  Provide 1:1 and group support for students to develop the above skills, as well as supporting students in
finding and applying for apprenticeships, post-18 jobs, and gap years opportunities

*  To work with the college’s existing network of employers and other organisations to fulfill the role, and
actively extend this network

»  Trackand report on the destinations of students not progressing to Higher Education

»  Support Head of Careers and Head of Enrichment in organising the delivery of employability focused sessions
and activities in Futures week

. In collaboration with Head of Careers, work with Course Leaders
and Skills & Progression Teachers to build employability skills into
the curriculum

Additional duties
. To work with other members of the Careers Team on the

effective dissemination of careers related information to students
and other stakeholders

*  To support other members of the Careers Team with events as
Required

To work closely with our Work Experience Coordinator and our Careers Adviser in supporting students




Conduct.

+ Toactin accordance wit
Diversity & Inclusion Policie
collaborativelyas part of a divers
colleagues, students, parentsand o

To operateinaccordance with Health and 1
specifies that all employees have a dutyto wo
others atrisk.

To abide bythe College’s Data Protection Policy

P
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To complywith and follow all other college policiesand procedu'res in
force (available onthe college intranet) and also with the conditions .
of service stipulated within the contract of employment. %




Person specification - criteria

Qualifications

Level 3 qualifications

Essential/Desirable

Assessed *

Qualified to Degree level

Knowledge and Experience

Abilityto applyand promote equal opportunity objectives and to demonstrate a practical
commitment to equality, diversityandinclusion

Sl

Proven recent experiencein recruitment, HR, or Early Careers

Sl

Previous administration experience and experience of maintaining manual and computerised
records witha good level of IT literacy includingthe ability to use Mi crosoft Office

Knowledge of safeguardinginrelationto post 16 students

Extensive knowledge and understanding of employability skills, CV development, interview
skills, assessment centres (and tools and techniques used), the professional use of social
media, and modern recruitment practices

m

Good understanding of apprenticeships

LQ

Experience ofworkingwith youngpeople (school leavers/graduates/early careers)

Good understanding of the job seeking and application process

Understandingof the UK education system

Experience of workingwith youngpeople aged 16-18

Skills and Abilities

Excellent verbal and written communication skills

Ol O/ m| m| m
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SI

Excellent organisational skills and an abilityto planand deliver your work within ti mescales

Able to work effectivelyas partofa team and to work under pressure

SI

A flexible approach to work and changingpriorities

Excellentliaisonand networkingskillswith students, staff, parents and external partners

SI




Person specification —criteria continued... Essential/Desirable] ~ Assessed *

Personal Attributes

‘Getthings done’ - Makes wellinformed decisions, showinginitiative, imagination, E |
and an ability toinspireothers. Uses knowledge and skills to make a positive
impact. Able to prioritise and manage own commitments to deliver on time.

‘Adapt my approach’ - Embraces an ever-changing world, responding with flexibility E |
and optimism. Remains open-minded to new ideas and perspectives from
others. Understands own strengths and weaknesses to make better decisions.

‘Communicate effectively’ - Works well with others, building relationships based on
empathy, trustand mutual respect. Successfully engages different audiences, E I
appreciating diversity of background, cultureand thought. Listens carefully to others,
showinginterest and asking questions to better understand their perspective.

‘Think creatively’ - Confidentin using ownimagination to help find solutions. E I
Embraces an entrepreneurial mindset to have a positive impact on their careerand
community. Is constantly developing, demonstrating curiosity and a desire to know

more.
‘Remain positive’- Resilient and views failures as an opportunity tolearnand improve.
Takes care of themselves and those around them. Makes opportunities to have fun. E I

‘Act with integrity’ - Takesresponsibility forown actionsand recognises the impact E |
on othersandthe environment. Takes pride inown work and achievements, leading
by example. Can be themselves, while celebrating our differences and the things that
bring us together.

* Assessed at S —Shortlisting Stage; | - interview Stage, S| =Shortlisting an



How to apply

Further information

Anyinitial enquiries aboutthe post orthe appointment
process should be directedto the HR department on 0115 851 5861 or

byemailat Hannah.reeve s@bilborough.ac.uk

Applying

To applyforthisrole please followvisit the College’s TES
recruitment portal:
https://www.tes.com/schools/employers/1053050/current-jobs.
This link canalso be accessed throughthe ‘job vacancies’ section of
the College’s website www.bilborough.ac.uk.

You will needto complete anon-line application

form and submita supportingstatementinwhich you demonstrate
how yourskills, abilities and experience make you a suitable
candidate fortherole. Please give specific details of howyou meet
allaspects of the person s pecification marked withan ‘S’ and ‘SI.
CVs will onlybe accepted alongside a completed application form

To requestanapplication form inan alternative format,
please contactJodie Spencer, HR Administratoron 0115851

5861 orbyemail Jodie.spencer@bilborough.ac.uk

Safeguarding Children and Young People

Bilborough College is committed to safeguarding and
promoting the welfare of childrenand young people,

and expects all staffand volunteers to share this

commitment. All staff appointments are subject to the following
pre-employment checks:

¢ |dentitychecks
e Righttoworkinthe UK

e Previous employment historyand exploring gapsin
Employment

o Verification of relevant work qualifications
e Medical checks
e References

e |SAChildren’s Listand DBScheck (includingoversees
‘Certificate of Good Conduct’ as appropriate).

As partoftheshortlistingprocess, andinadvance of an offerto

interview, online checks are carried out as part ofourdue diligence
on shortlisted candidates.

Closing Date for Applications: 8:30am on
the 24th June 2024

Interviewsto be held: W/C 24th June
2024

m BILBOROUGH

Hannah.reeves@Bilborough.ac.uk

Man and

e NN

Tel: 0115 851 5861
www.bilborough.ac.uk

College Way, Nottingham NG8 4DQ
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