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JOB DESCRIPTION

JOB TITLE:	Work Experience Coordinator – Foundation Studies

CONTRACT:	18.5 hours per week, term time over 37 weeks per year 

AREA:	Foundation Studies – All Campuses

REPORTS TO:           Work Experience Manager  

GRADE / SALARY:	 Support Staff Scale 5, points 24 to 26, £24,871 to £26,322 pro rata actual salary £10,324.76 to £10,927.11 per annum
	
POST NO                 	SS409

CLOSING DATE:       	Wednesday 27th September 2023

DBS:                           	Enhanced DBS check with children’s barred list check	
______________________________________________________________________

PURPOSE:

To identify, secure, and monitor work experience opportunities and T Level extended placements for learners on full time programmes of study. To act as a liaison point between College staff, students and employers.  In addition to assist in the administration of placements, ensuring that risk assessments are in place and audit requirements are met.

PRINCIPAL DUTIES:

1. To establish and maintain links with relevant stakeholders and employers to provide suitable work experience and work related opportunities in a variety of settings for students on Study Programmes on all levels.

2. To establish effective relationships with employers to source and monitor Level 3 students’ engagement with T level 45 - 60 day extended work placements.

3. To ensure that all referrals for work experience/ placements are followed up and students are matched to appropriate placements, (for example – where students self- source their own work experience, or there is a referral from the Employer Services Team or other College / curriculum leads).

4. To ensure that relevant Health and Safety risk assessments are in place.

5. To communicate effectively with personal tutors and Heads of School to ensure effective co-ordination and evaluation of work experience.

6. To track that all students on programmes of study within the campus complete either an external work experience placement, or appropriate activity to develop their employability skills.

7. To maintain records and documentation in accordance with internal and external auditing requirements.

8. To support and promote Equality and Diversity to ensure equality of opportunity for all students, visitors and staff and the elimination of discriminatory practices. 

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

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

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

12. To undertake necessary Health and Safety responsibilities, duties and training as required by the post.

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

14. To undertake other duties as may be required commensurate with the level and responsibility of the post.

EQUAL OPPORTUNITIES:

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

CORE VALUES:
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SOLIHULL COLLEGE & UNIVERSITY CENTRE
PERSON SPECIFICATION

JOB TITLE:		 Work Experience Coordinator

SALARY:	Support Staff Scale 5, points 24 to 26, £24,871 to £26,322 pro rata actual salary £10,324.76 to £10,927.11 per annum
		
POST NO:		 SS409

	
SPECIFICATION

	
ESSENTIAL
	
DESIRABLE

	
EDUCATION /
TRAINING

	
Level 3 qualification

Level 2 qualification in English and Maths

	
Degree or equivalent

IT qualification

Health and Safety qualification


	
RELEVANT
EXPERIENCE

	
Administrative experience

Experience of employer engagement

	
Experience of working in an educational setting



	
SKILLS / 
APTITUDES

	
Proficient in the use of Microsoft Office

Ability to work with others

Ability to work under pressure and meet deadlines

Ability to prioritise and act on own initiative within tight timeframes

Effective communication and interpersonal skills

Strong IT skills

	
Knowledge of Health and Safety requirements in the workplace

	
OTHER
REQUIREMENTS

	
Ability to work flexibly to meet employer needs

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 

	
General awareness of cultural diversity

Full Driving Licence
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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.




