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JOB DESCRIPTION

Job Title:



Princes Trust Team Leader
Directorate:



Learning and Achievement

 
Academy:



Foundation Learning and Supportive Education


Reporting To:


Programme Leader 
Date JD produced/revised:
December 2017



Post Reference number:

SMT 240
The primary purpose of this job role is to;

To lead a team of Prince’s Team members through City & Guilds level 1 in Personal Development and Contributing to the Community Award. This will include team activities in the community, training & individual work experience aimed at helping young people towards employment, further learning and career aims.

The primary duties, tasks and responsibilities of this job role are to;

1. Recruitment of the team, including liaison with training managers, job centres, careers officers, employers, community liaison officers, school and colleges, local employers and community organisations.

2. Clarify and agree Team programme objectives, to meet both team and individual needs.

3. Liaison with community organisations, employers and agencies to plan, prepare and supervise appropriate team projects and individual placements for Team members.

4. Lead delivery of the agreed Princes Trust Team programme.

5. To input into the programme review of the planning and delivery of all the required elements of the Volunteers Programme.

6. Communicate and work effectively with the programme co-ordinator and administration officer to complete and supply the required forms, records and paperwork relevant to the programme delivery

7. Liase with support workers to provide support and guidance to individual team members throughout the programme.

8. Undertake health & safety risk assessments for all activities and ensure that all incidents and accidents are reported to the programme co-ordinator within the correct timescales.

9. Conduct regular meetings for evaluation, review and assessment with the whole team and on an individual basis.

10. Keep appropriate records for the team and also for individual’s performance and progress.

11. Be prepared to undergo princes Trust Team Leader Training and additional training such as Risk Assessment Training, Equal Opportunities, First Aid.

12. Submit regular reports to the PTV co-ordinator line manager and participate in staff team meetings.

13. Deliver and Assess Team qualifications.
14. To adhere to College equal opportunities policies, procedures and practices. 

15. To undertake such other duties as may be required commensurate with the grade, at the initial place of work or at any other College site, as agreed with the Academy Manager.

16. Undertakes such other duties as may be reasonably required commensurate with the grade of the post, at the initial place of work or at any other college site.

The resource management responsibilities of this role are;

Financial: Oversee petty cash systems, team budget and payment of expenses.

People Management: No
Other:

Special conditions or working arrangements applicable to this role are;

The postholder is required to hold an enhanced DBS disclosure check deemed acceptable to the College.
The College is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all employees and volunteers to share this commitment.

Please note that this job description is current as at the date shown above. In consultation with you, it is liable to change to reflect changes in the job. 

	Terms and Conditions


	Details

	Salary Scale


	APT&C Scale 6

	Salary: (to be pro rated if part-time)


	£23,282 - £24,847 p.a. 

	Superannuation Scheme:


	Local Government Pension Scheme 

	Number of hours to be worked per week


	37 hours per week

	Full year or term time only contract


	Full Year

	Contract type


	APT&C - Permanent

	Annual Leave Entitlement 


	25 Days per annum 


EMPLOYEE PROFILE

Post: Princes Trust Team Leader

	ATTRIBUTES
	ESSENTIAL 

ATTRIBUTES CANDIDATES MUST HAVE ON ENTERING THE ROLE


	ADDITIONAL

KEY ATTRIBUTES ALREADY HELD OR TO BE DEVELOPED TO PERFORM  THE ROLE 


	ASSESSMENT METHOD

e.g., application form, interview, tests



	Qualifications


	Educated to Level 3 Standard.
level 2 or equivalent  in Maths and English
	Youth work qualification
Level 3 Award in Education and Training

IOSH qualification

	Application Form

Certificates

Interview

	Related 

Experience


	Experience as a youth worker/working with those looking for work.
Ability to work as part of, motivate and lead a team

	Experience of delivering education and training. 


	Application Form

Interview



	Special  

Circumstances


	Evening work and weekend working where required.
One week residential per team.
To undertake relevant apprenticeship programmes where eligible. 


	
	Interview



	Knowledge, skills and abilities


	Ability to liaise with external agencies in promoting the Team Programme and recruiting Team members

Knowledge of training organisations, local employers and community organisations.

Excellent communication skills, including. IT skills

Strong Leaderships skills

Ability to work under pressure, meet tight deadlines and prioritise workload

ICT Skills
Good administrative and organisation skills

Ability to manage a large workload
Ability to instruct

	Experience of supervising staff/staff teams
	Application Form

Interview

References
Interview

References



	Disposition and approach


	Assertive
Flexible approach
Calm
Friendly disposition
Experience of dealing with confidential information
Enthusiastic
Motivated
To promote and safeguard the welfare of children and vulnerable Adults. 

Commitment to equality & diversity 


	
	Interview
References


