
[image: C:\Users\rmosavian\Desktop\Solihull Logos\Logos\SCUC-SUAC Joint Logo Display Horizontal CMYK.jpg]
JOB DESCRIPTION
 
JOB TITLE:	Personal Development Coach

HOURS:		37 hours per week, 38 weeks term time
			18.5 hours per week, 38 weeks term time

REPORTS TO:	Head of School

AREA:		Various Curriculum Areas

LOCATION: 		All Campuses

SALARY:	Support Staff Scale SO2, points 33 to 35, £37,617 - £39,478 pro rata
Actual salary £32,076.18 - £33,663.06 per annum (37 hours per week)
Actual salary £16,038.09 - £16,831.53 per annum (18.5 hours per week)

CLOSING DATE:	Sunday 14 June 2026

INTERVIEW DATE:	Tuesday 23 June 2026

DBS: 			Enhanced Check Required with children’s barred list

		

PURPOSE:

To provide one-to-one coaching for students, setting and reviewing targets to improve their performance and behaviours.  To deliver Personal Progress and Development (PPD) sessions to groups of students and facilitate discussion activities.  To be a key member of the Learner At Risk Process (specifically to drive attendance and progress) 

PRINCIPAL DUTIES:

1. To deliver thought provoking, responsive PPD sessions, aiding the facilitation of appropriate discussions, for learning to take place.

2. To be responsible for a caseload of students, and to work with them in tutorial groups, smaller focused sessions and one-to-one to monitor attendance, performance and maximise achievement.

3. To deliver within tutorials an agreed content of activities and themes including but not limited to, Fundamental British Values, Prevent, Sustainability, Equality and Diversity, Healthy Relationships and Consent. 

4. To work with feedback from subject tutors, cross college services and the results from the Personal Development Assessment, to set and agree targets.

5. To practice effective coaching models to review with students on a regular basis their personal development, progress in academic work, progression, enrichment, and extra-curricular activities; and to take steps to ensure high levels of student achievement, including through developing their skills of independent study.

6. To carry out a range of administrative duties related to PPD, using a variety of college systems, ensuring records are accurate and kept up to date.

7. To support the Head of School and subject tutors with sharing the students results of the Personal Development Assessment. Support a culture of continuous improvement through a responsive PPD planner and the embedding of Personal Development within the curriculum. 

8. To ensure effective communication with teaching staff and curriculum areas through attendance at regular curriculum team meetings and Learner At Risk meetings.

9. To liaise effectively with support services including counselling, welfare, medical, student financial support and additional learning support, referring students as required and monitoring outcomes.

10. To hold a key responsibility for the safeguarding of the students in your caseload, reporting safeguarding concerns in accordance with college policy.

11. To advise and support School Heads and Programme Managers in matters of student discipline, preparing clear documentation for any disciplinary meeting called, in line with the College’s student disciplinary procedures.

12. To offer support, advice, and guidance to individual students, in line with college policies and procedures.

13. To liaise with parents, guardians, carers, and external agencies, establishing effective working relationships and providing timely and accurate information in support of their education and welfare.

14. To be pro-active and provide interventions and strategies to support and develop the skills and behaviours that raise student performance and achievement. 

15. To actively support and celebrate student success and progress to raise aspirations and progression to high quality destinations.

16. To be responsible for the complete UCAS process for your caseload of students through liaison with College Career Advisers. 

17. To contribute towards and be responsible for preparing the Progression references for your caseload of students.

18. To contribute towards open evenings, events, progress evenings, student interviews, induction schedules, handbooks, marketing materials, study skills, work experience, where appropriate.

19. To encourage student participation in wider College life and work closely with the Enrichment Team on issues affecting young people. 

20. To support Learner Voice activities, ensuring learners participate in Learner Voice processes.

21. To work in liaison with our careers team to ensure up-to-date and locally relevant career guidance is accessed to prepare learners for their next steps, promote progression and high-quality destinations.  Encourage the development of employability skills and interview techniques by using the Careers Team to support, practice and perfect these skills with students.

22. To contribute towards reporting, and collating data as required to achieve the main duties outlined above. 

23. To embed sustainability within the curriculum.

24. To actively support the College’s Ready, Respect, Safe commitment .

25. To adhere to policies, procedures and values of Solihull College & University Centre. 

26. To undertake all mandatory training in a timely manner as required e.g. Safeguarding, Prevent.

27. To actively promote equality, diversity & inclusion and to champion anti-racist practice.

28. To support the college to become a Sustainable Net Zero organisation by 2030 and support the delivery of its Sustainability Strategy.

29. To undertake necessary Health and Safety responsibilities, duties and training as required by this post.

30. To undertake any necessary Data Protection responsibilities, duties and training as required by the post.

31. Such other duties as required which are broadly consistent with the general functions and grading of this position.

EQUAL OPPORTUNITIES:

Solihull College & University Centre is committed to a comprehensive policy of Equality.  All employees are required to abide by this policy and ensure its compliance throughout the College.

SAFEGUARDING:

Solihull College & University Centre is committed to ensuring a safe environment for all students and expects all staff to engage fully with this commitment.

[bookmark: _Hlk206745107]Please note we operate no smoking and vape free campuses including College grounds.  







CORE VALUES:
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SOLIHULL COLLEGE & UNIVERSITY CENTRE
PERSON SPECIFICATION

JOB TITLE:	 	Personal Development Coach


	 
SPECIFICATION 
	 
ESSENTIAL
	 
DESIRABLE

	 
EDUCATION/
TRAINING
 
 
	 
Level 3 qualification

Minimum Level 2 qualification in Maths and English 

Willing to undertake relevant CPD in supporting the personal development of young people

	 
Degree 

Teaching qualification  


	
RELEVANT
EXPERIENCE
 
	 
Experience of delivering group sessions to young people

Experience of coaching young people to succeed

Experience of working with and motivating young people (including those who present challenging behaviour)

Experience of working with students with learning difficulties and/or Disabilities


	 
Recent experience of working in an F.E. setting as a personal tutor or equivalent capacity

Post 16 experience in PPD

Familiarity with the work carried out within the curriculum areas and College support services

Experience of working with SEND learners

	 
SKILLS / 
APTITUDES


	
Ability to inspire young people to do their best

Good oral and written communication skills

Good interpersonal skills

Creativity and innovation

Ability to work individually or as part of a team




Good level of IT skills including knowledge of Word and Excel

Emotional intelligence

An awareness of sustainability and climate change and how it applies to Further Education


	

	 
OTHER
REQUIREMENTS
 
	
Knowledge and understanding of key issues relating to PPD

Knowledge and understanding of how development of PPD can support achievement of main learning programme

Strong commitment to Equal Opportunities

A commitment to the Safeguarding of Young People and Vulnerable Adults and an awareness of the Government ‘Prevent’ strategy

Commitment to the College’s Values 

	
Knowledge of the range of qualifications available for Post 16 learners
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INSPIRING

Motivating others to excel
We recognise and celebrate
achievement, and empower
staff and learners to exceed
their perceived potential.

CARING

Making a difference

We care about the wellbeing
of our staff, learners and
communities by trusting,
listening to, engaging with and
supporting each other.

INNOVATIVE

Transforming our ideas
We seek continuous
improvement, and use

innovation to adapt to change.

RESPONSIBLE

Making things happen
We are open, honest, and
take full responsibility,
individually and collectively,
for our decisions, actions,
performance and results.

COLLABORATIVE

Working together to
achieve shared goals

We operate as one team,
valuing the contribution each
of us makes.

RESPECTFUL

Welcoming others into

our college community
We celebrate difference and
diversity. We value others and
recognise that their thoughts
and feelings are as important
as our own.




