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JOB DESCRIPTION 
JOB TITLE: 

Community Outreach Worker

(Applications for 0.5 will be considered, please specify on your application if you are applying for a 0.5 contract)


REPORTS TO: 
Head of School – Adult Skills and Community
AREA:

Adult Skills and Community
GRADE/SALARY:
 APT&C Scale SO1, points 29 to 31, £26,204 to £27,941 per annum


(Salary for 0.5 contract, £13,102 to £13,970.50 per annum)
POST NO:

SS420
CLOSING DATE:
Wednesday 30th August 2017
DBS:


Enhanced Disclosure Required
______________________________________________________________________

PURPOSE:

To work as a member of the Adult Skills and Community team to promote and recruit to adult provision including Functional Skills / an unemployed offer (Work Ready) / Community Learning / ESOL by identifying new and developing existing relationships  in Birmingham and Solihull and wider. 
External stakeholders include Solihull Metropolitan Borough Council, Job Centre Plus, schools, the voluntary sector and employers.
Internal stakeholders include course co-ordinators, the Marketing Department, central services and the community admin team

The purpose of this role is to increase student numbers and generate income by successfully engaging with large partner organisations and small community groups.

PRINCIPAL DUTIES:

1. To promote the Solihull College & University Centre Adult Skills and Community Learning offer to relevant partners and stakeholders 
2. To develop new links and sustain current partnerships with the local authority, primary schools, secondary schools, Unity Group, libraries, APM and other relevant groups to secure recruitment and increase student numbers.

3. To recruit to adult provision including Functional Skills / Work Ready / community learning and English to Speakers of Other Languages. 
4. To have, and maintain current knowledge of national and local skills priorities and initiatives. 
5. To attend relevant promotional events both internally and externally (this may include occasional unsociable hours).

6. To set up and develop a community hub to re-establish College presence in North Solihull.

7. Work with Job Centre Plus to set up and recruit to a maths / English and a wider unemployed offer (Work Ready).  This will include 

a. Organising and conducting interviews and initial assessments

b. Liaising with JCP, Central Data, the Call Centre

c. Working with the Head of School to staff the provision

d. Monitoring student attendance, progress and satisfaction

e. Reporting back to the Head of School to summarise activity including student numbers and student success

8. Work with the Head of School and partner organisations to set up, recruit to and staff the Wider Family Learning offer and to respond to new curriculum demand which may include free courses to disengaged and disadvantaged student groups.

9. To work with the Senior Admin Assistant to act as point of contact and provide support for community tutors.

10. To act as a College Ambassador at all relevant networking events and positively promote College products and services

11. To work with colleagues to promote the Adult Skills and Community offer to the target market.

12.  To monitor quality including student attendance, progress and satisfaction.

13. To adhere to policies, procedures and values of Solihull College & University Centre. 
14. To undertake Health and Safety and Safeguarding training as required.
15. To undertake necessary Health and Safety responsibilities and duties as required by this post.
16. To undertake any necessary Data Protection duties and responsibilities as required by the post. 
17. 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 Equal Opportunities.  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.

SOLIHULL COLLEGE & UNIVERSITY CENTRE
PERSON SPECIFICATION

JOB TITLE:
Community Outreach Worker
GRADE:
APT&C Scale SO1, points 29 to 31, £26,204 to £27,941 per annum
POST NO:
SS420


	SPECIFICATION


	ESSENTIAL
	DESIRABLE

	EDUCATION /

TRAINING


	Level 3 qualification
Level 2 qualification in English and Maths 


	Level 4 qualification
Level 5 Teaching Qualification 

	RELEVANT

EXPERIENCE


	Experience of successful networking and relationship building with stakeholders using effective customer contact strategies and timely communications. 

Experience of setting up new projects from launch to delivery
Strong knowledge of economic landscape at a local and regional level
Experience of working successfully with large organisations and disengaged and disadvantaged adults alike.

Experience of ensuring the quality of provision is maintained.

	Teaching / training experience
Experience of delivering Functional Skills courses

	SKILLS / 

APTITUDES


	Ability to read and respond to the needs of the client and adapt style as necessary to secure the business.

Excellent communication skills, IT and number skills

Ability to achieve a high level of stakeholder / student satisfaction and repeat business

A positive and ‘can do’ attitude

Prepared and willing to travel

Excellent administrator – well organised and able to meet deadlines

Ability to work as part of a team and independently with enthusiasm and flexibility
A willingness to adapt and respond to the changing and varied needs of clients and Solihull College & University Centre as a learning provider

	

	OTHER

REQUIREMENTS


	A strong commitment to Equal Opportunities 

General awareness of cultural diversity
A commitment to the Safeguarding of Young People and Vulnerable Adults


	


