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JOB DESCRIPTION

Progress Coach
Full Time, Term Time only (plus up to 10 days)
Start date: ASAP
SALARY:
 
Salary: £18,130 - £20,054 per annum, pro rata

(Actual salary approximately £15,500 - £17,300 per annum)  
LOCATION:

City of Stoke on Trent Sixth Form College

REPORTS TO:

Student Services Co-ordinator

This job description is not a comprehensive definition of the post.  Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as defined below.
POST OBJECTIVE
· To help students in their transition to college and provide on-going support through group tutorial activities and 1 to 1 meetings, enabling them to successfully complete their programme of study and achieve their maximum potential.
· To predominantly focus on a specific cohort of learners: Level 3 Foundation students completing a GCSE programme of study.  
GENERAL DUTIES AND RESPONSIBILITIES

· To participate in College processes as required.

· To comply with the Colleges policies and codes of practice in relation to Health and Safety, Equality and Diversity and Quality Assurance.

· To work flexibly in the interests of the College as required.

· To participate in the College Performance Management Scheme and undertake staff development activities as appropriate.

· To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults you are responsible for, or come into contact with, and outside of this, to exercise vigilance at all times.
· To be a nominated first aider and undertake relevant training as necessary.

POST SPECIFIC DUTIES AND RESPONSIBILITIES 
· To provide support for students at all stages in their College life including application, admission, enrolment, induction and academic progression. 

· To promote effective achievement, retention and onward progression through enhanced target setting, progress reviews, one-to-one discussion and effective liaison with other relevant staff. 

· To undertake one-to-one learning conversations with all tutees on an agreed cycle, prioritising intervention for students at risk of underachievement, low attendance and/or failure to complete their programme of study. 

· To devise and conduct effective whole group tutorial activities, within the framework of the annual tutorial calendar. 

· To provide initial support to students with academic, domestic, social or personal difficulties and where appropriate refer to the appropriate College contact or external agency.

· To promote acceptable student behaviour, attendance, punctuality and progress.

· To support students in preparation for and during examinations.

· To maintain accurate records of all interventions and meetings with students.

· To contribute to the preparation of students for employment and for higher education including the writing of references. 

· To work flexibly with a willingness to vary working hours to meet the needs of students, parents, staff and College managers.

· To work with students to improve communication and access to the “Student Voice”. 

· To support with educational visits and other College activities to support curriculum and learning. 

· To contribute to a team approach covering the roles of other coaches when absent. 

· To undertake other reasonable duties commensurate with seniority and grade.

PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE
	ASSESSED BY

(Application, Task, Interview)

	Qualifications

	Good honours degree or equivalent in appropriate field
	(
	
	Application

	Teaching qualification
	
	(
	Application

	Enhanced DBS
	(
	
	Application

	Professional development, skills, experience and knowledge

	Understanding of issues from a student and College perspective
	(
	
	Application / Interview

	Experience of guidance and support of young people
	
	
	Application / Task / Interview

	Ability to monitor student performance achievement and attendance and to take appropriate action to improve and support achievement
	
	
	Application / Interview / Task

	Good ICT skills to enable and support effective monitoring and management
	
	
	Task

	Knowledge of student progression paths
	
	
	Application /  Interview

	Ability to devise and deliver general tutorial and skills programme
	
	
	Application / 

Interview

	Ability to prioritise workload and work under pressure
	
	
	Application / Interview / Task

	Commitment to the safeguarding and promotion of the welfare of young people
	
	
	Interview / Task

	Excellent literacy skills and the ability to produce detailed and accurate references and reports
	
	
	Application / Task

	Ability to liaise effectively with others inside and outside the College
	
	
	Application / 

Interview

	Personal skills and attitudes

	An enjoyment of working with young people and an empathy for their needs and concerns
	(
	
	Application /  Interview / Observation

	Ability to work both on your own initiative and as part of a delivery team
	(
	
	Application / Interview

	Commitment to on-going professional learning and development
	(
	
	Application / Interview

	Excellent interpersonal and communication skills
	(
	
	Application / Interview / Observation

	Resilience, determination and a sense of humour
	(
	
	Application / Interview

	Commitment to professionalism, objectivity, sharing, teamwork and collaboration
	(
	
	Application / Interview

	Must accept and actively support the College’s values including equality and diversity
	(
	
	Interview / Observation

	Enthusiasm and passion for learning and ability to inspire others
	(
	
	Interview / Observation

	An interest in and an affinity with young people
	(
	
	Interview


The College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All employees are subject to an enhanced DBS (CRB) Disclosure prior to taking up an appointment with the College.

