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Job Description

Job Title:	ESOL	 Employability Trainer - REP
			 
Reports to:	Business Manager 

Job Level: 	E

Location: 	London – Barnet, Brent, Camden, Ealing, Enfield, Hammersmith and Fulham, Harrow, Hillingdon, Hounslow, Kensington and Chelsea, Westminster			

Purpose: 
The ESOL Employability Trainer will provide English Language Training to participants who access our services on the Refugee Employability Programme (REP). REP is a Home Office initiative for the specific needs of refugees, to give them the support they need to find work and build their lives, removing barriers which cannot be fully addressed by mainstream services to become self-sufficient.
The ESOL Employability Trainer will conduct diagnostic assessments and deliver formal and informal language training classes at various locations in London, including our own facilities, co-location sites, and community venues. Additionally, the Trainer will assist participants in accessing complementary online resources and courses. Working closely with Case Managers, the ESOL Employability Trainer will collaborate to deliver a high-quality service to participants, both in group settings and on an individual basis, offering tailored and personalised support.

Main Duties and Responsibilities
1. Prepare and review session plans, scheme of work and teaching/learning materials using initial assessments to consider the learners individual needs.
2. Deliver high standards of teaching and learning, plan and deliver engaging, exciting training sessions to inspire and motivate learners.
3. Travel to various locations, to deliver planned sessions to individuals and groups. 
4. Improve learners’ experience through providing ongoing support as required. 
5. Monitor and review learners’ progress and monitor attendance and punctuality. 
6. Work toward and achieve set targets in line with expected activities primarily designing and delivering job focused sessions, and collaboration with Case Managers.
7. Ensure that customers have access to appropriate learning that will enhance their employability, including the design and delivery of job focussed sessions which will support customers into employment. 
8. Engage with and collaborate with Case Managers to ensure that the best and most appropriate service is offered to customers.
9. Attend planning and coordination meetings as required. 
10. Prepare learners for the achievement and completion of activities to gain the appropriate qualifications. 
11. Assist in the writing, design, and development of curriculum through planning time and standardisation meetings. 
12. Provide learners with one-to-one support in a contextualised setting. 
13. Act on feedback from teaching observations, employers, peers, or other review processes.
14. Undertake necessary training to professionally develop and keep abreast with current practices and legislation within the sector.
15. Provide accurate and timely formative and summative assessment and feedback to learners, maintain assessment records, including tracking and reporting of learner progress. 
16. Complete qualification administration to required standards.
17. Engaging with quality management processes to ensure that delivery meets required standards.

Other
1. To undertake any further training as identified in the Shaw Trust review procedures.
2. Ensure that safe working practices are followed in respect of COSHH and other Risk Assessment control measures.
3. Employees must comply with the provisions of ‘The Health and Safety at Work Act 1974’ and must take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts of omissions whilst at work.  Employees are also required to co-operate with their employer to enable them to perform or comply with any statutory provisions.  The Trust’s efforts to promote a safe and healthy working environment can only succeed with the full co-operation of its employees.
4. To understand, comply with and promote Shaw Trust’s safeguarding policy and procedures. It is the responsibility of all employees to make the working environment safe and secure for all.  Everyone must adhere to the 5 Rs in relation to possible abuse: Recognition, Response, Reporting, Recording and Referral. The Trust can only ensure its dedication to the protection of vulnerable people with the full cooperation of its employees.
5. The Trust has a Diversity and Inclusion Policy, and it is the responsibility of all staff to comply with this.  The key responsibilities for staff under this Policy are set out in the Trust Code of Conduct.
6. To maintain the confidentiality about clients, staff, and other Trust business. The work is of a confidential nature and information gained must not be communicated to other persons except in the recognised course of duty.  The post holder must always meet the requirements of the Data Protection Act.
7. To maintain awareness of risk and to take personal responsibility for ensuring that the Trust is not unnecessarily exposed to risk. To report any issues or concerns relating to risk and the effectiveness of the Trust’s risk management arrangements.
8. Be aware of, promote and implement Shaw Trust’s Risk, Quality, and Information Security Management Systems.
9. To report to line manager, or other appropriate person, in the event of awareness of bad practice.
10. Recycle and manage energy within your environment in line with Shaw Trust’s Strategic aim to adopt green approaches and become carbon neutral.

This job description is intended to provide a broad outline of the main duties and responsibilities only. The post holder will need to be flexible in developing the role in conjunction with the line manager. The post holder may be asked to carry out any other delegated duty or task that is in line with their post.









	Person Specification
Job Title: ESOL Employability Trainer  
(E=Essential D=Desirable)

	SKILLS AND CORE COMPETENCIES

	Technical competency (qualifications and training)
· 5 GCSEs (A-C) or equivalent qualifications (E)
· Demonstrable evidence of Continuing Professional Development (E)
· ESOL/EAL subject specialist teaching qualification or equivalent experience. (E)
· A recognised teaching/training qualification (City and Guilds 7407 or 7304, PTLLS/DTLLS/Level 4 Award in Education, Certificate in Further Education) (D)
· Proven understanding of the Adult ESOL Core Curriculum (E)
Language skills with the ability to communicate in languages other than English (Arabic, Farsi, Dari, Pashto, Urdu, Turkish, Kurdish, Kurdish Sorani, Swahili, Albanian, Ukrainian, or other languages that would be beneficial in supporting refugees in the UK) (D)   

	Experience
· Experience of writing courses/creating training material (E)
· Experience of working in a fast paced, target driven environment (E)
· Experience of being accountable for own work e.g., following lessons plans/filling course with learners (D)
· Experience in successfully managing and progressing customers to meet agreed goals and ambitions (E)
· Experience of working in a customer facing environment (E)
· Demonstrate an understanding of delivery of ESOL to a wide range of individuals (E)
· Knowledge of the current benefit system and employability programmes (D) 
· Knowledge of challenges faced by refugees (D)
· Demonstrate experience of teaching and the ability to adapt and personalise the teaching approach (E)
· Prior experience of teaching English as a second language (E)
· Demonstrate experience of teaching and the ability to adapt and personalise the teaching approach (E)

	Skills and Attributes
· Experience of using basic MS Office packages, including Word, PowerPoint, and Outlook (E) 
· Ability to build positive relationships with learners and facilitate positive outcomes in their learning as well as improved wellbeing where required (E) 
· Ability to manage caseloads effectively and keep files maintained and up to date (E) 
· Ability to link training to employability with the end goal of moving our customers into sustainable employment (E)
· Ability to have an adaptable teaching style and deliver learning using a range of approaches both face to face and remotely through virtual classrooms (E) 
· Utilise reflective practice and evidence-based feedback to support learners and evaluate progress (D) 
· Ability to motivate and engage learners to participate and progress (E) 
· Good communication, time management and organisational skills (E) 
· Excellent people management, communication, customer service skills (E) 
· Good understanding of the support required to help people to progress (E)
· Understanding of our customer group and the barriers our customers may face (D)

	Personal qualities, communicating and relating to others
· Demonstrate high ethical standards, take personal accountability (E) 
· Able to adopt a co-operative approach to delivery by maintaining and promoting effective communications and sharing good practice (E) 
· Relationship management – able to develop and maintain productive relationships with all key stakeholders (E) 
· Committed to understanding learner aspirations and supporting their needs, as well as understanding the requirements of employers and stakeholders (E) 
· Strive to improve practice, to be innovative and work towards continuous improvement (E) 
· Excellent interpersonal communication and engagement skills with the ability to work effectively as an individual and within a team environment (E) 
· Professionalism, integrity, and resilience (E) 
· Supporting the organisation to meet contractual & organic growth targets (E) 
· Committed to continuous improvement of own skills and development (E)
· Ability to work well as part of a team, a flexible and innovative approach to work (E) 
· Ability to use initiative when required and take a problem-solving approach to work tasks (E)

	Safeguarding
· Be able to display an awareness, understanding and commitment to the protection and safeguarding of young people and vulnerable adults (E)
· This post requires a Disclosure and Barring Service Check at a basic level (E)

	Other
· Understand and be able to demonstrate a commitment to Equal Opportunities and Diversity. (E)
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