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Reporting to the Adult Education Manager

Grade		Sixth Form Colleges’ Support Staff Pay Spine Point 18
Hours		28 hours per week, whole year

Reporting to the Adult Education Manager, you will deliver an innovative and proactive community liaison service across Prior Pursglove and Stockton Sixth Form College, supporting the Adult Skills Fund (ASF) and other associated funding streams. You will play a key role in ensuring the delivery of high-quality, inclusive education that meets the diverse needs of adult learners, promoting positive learner outcomes and progression. You will develop and maintain effective relationships with partner organisations, prospective learners, and funding bodies. Working under the direction of the Adult Education Manager, you will ensure that project targets, quality standards, and funding requirements are met and continuously improved.
Flexibility with regards to working hours is essential as evening work will be required.

Responsibilities and Duties

Community Liaison 

1. Establish and maintain effective working relationships with adult and youth community groups, community leaders, statutory bodies (including JCP and DWP) and funding organisations such as TVCA and ESFA
2. Seek creative and innovative ways that the Trust can maximise its exposure to prospective adult students.
3. To plan and deliver an effective enrolment and promotional calendar of events to maximise enrolment figures. 
4. prepare and deliver presentations to external audiences such as community groups and schools.
5. Participate in college promotional events, e.g. open evenings, careers days to promote the adult education Provision. 
6. Facilitate the admissions by providing clear application information and responding to enquiries to support learners in making informed choices. 
7. To Maintain accurate recruitment data and produce attendance and enrolment reports for the Adult Education Manager and finance team.
8. Develop and maintain effective links with employers and community partners to support learner progression opportunities, including employment, further learning, and volunteering.
9.  Function as a key point of contact for community partners, ensuring clear communication and positive ongoing engagement.

Recruitment and engagement

1.  Work with the Adult Education Manager and Director of Business Development to develop and implement recruitment strategies that meet funding and learner profile requirements. 
2. Ensure recruitment targets for adult provision are achieved.
3. Work collaboratively with the Marketing Team to plan and deliver targeted publicity and marketing campaigns for adult learners.
4. Monitor recruitment activity and adapt strategies in response to data and emerging priorities.
5. Support widening participation by engaging under-represented and hard-to-reach community groups.
6. Enrol learners onto relevant college systems, ensuring all data is accurately inputted and maintained in line with college procedures and funding requirements.
7. Maintain accurate and up-to-date learner records, including enrolment status, progression, and compliance documentation.



IAG and student support

1. Provide accurate, impartial, and up-to-date Information, Advice and Guidance (IAG) to ensure learners are enrolled on appropriate programmes aligned to their needs, goals, and funding eligibility.
2. To work across both college sites to provide subject specialist expertise and guidance
3. Organise initial assessments and diagnostics in liaison with teaching staff.
4. Take the lead in supporting adult learners who experience barriers to engagement, attendance, or completion.
5. Ensure appropriate pastoral support is in place, escalating safeguarding or welfare concerns to the Designated Safeguarding Lead or Adult Education Manager as required. 
6. Support learners with Disclosure and Barring Service (DBS) applications where required for course participation, placements, or employment pathways.
7. Maintain accurate and confidential records in line with GDPR and safeguarding policies.
8. Support learners with Disclosure and Barring Service (DBS) applications where required for    course participation, placements, or employment pathways.
9. Gather appropriate evidence and complete DBS application processes in line with organisational and regulatory requirements.
10. Maintain accurate records of DBS applications, including tracking stages, outcomes, and completion status, ensuring compliance with audit and safeguarding requirements.

Quality and audit

1. Monitor learner attendance, retention, and achievement, producing reports for team meetings and management as required.
2. Facilitate and, where necessary, deliver or cover adult learning sessions to support programme delivery, learner engagement, and continuity.
3. Ensure learner documentation, enrolment records and funding evidence are accurate, complete and audit ready.
4. Co-ordinate exam entries and awarding body registrations for adult provision.
5. Maintain oversight of internal moderation processes, learner submissions, and final funding claims.
6. Establish and maintain audit requirements for adult funding streams, centralising learner, and project documentation.
7. Contribute to quality improvement processes, including Self-Assessment Reports and Quality Improvement Plans.
8. Promote equality, diversity and inclusion across all Skills Centre and outreach provision, ensuring learning environments are safe, accessible, and inclusive.
9.  Monitor and Support learners to engage with digital and blended learning platforms, signposting additional support where required.
10. Ensure all learner data held on college systems is accurate, up-to-date, and audit compliant.
11. Maintain clear and accurate records of learner enrolment, funding eligibility, and supporting documentation.
12. Facilitate and, where necessary, deliver or cover adult learning sessions to support programme delivery, learner engagement, and continuity, including covering staff absence where required.

Skills Centre and Outreach Community delivery

1. Lead on and contribute to the delivery of adult learning programmes within the Skills Centre and outreach venues.
2. Identify and secure new outreach venues that are accessible, cost-effective, and suitable for learning.
3. Maintain positive working relationships with community partners and outreach centres.
4. Contribute to health and safety audits and risk assessments for the Skills Centre and outreach provision.
5. Promote equality, diversity, and inclusion across all adult learning environments.


This job description sets out the main responsibilities for the postholder but is not intended to be an exhaustive list. Specific duties may change from time to time without changing the general nature of the post and the postholder is expected to be flexible in the range of responsibilities they undertake.



Signed ……………………………………………………………………..   Dated ………………………..
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Essential:

· [bookmark: _Hlk11074548]Holds, Level 3 qualification or above, or equivalent relevant professional experience.
· English and Maths at Level 2 (GCSE grade C/4 or above, or equivalent).
· A minimum of two years’ experience of working with adults, learners or the wider community in an education, training, or support role
· Experience of providing advice, guidance, or learner support.
· Experience of building and maintaining effective relationships with internal and external stakeholders.
· Experience of working with data, maintaining accurate records, and producing reports.
· Ability to work flexibly, including evening or outreach activity.
· Proactive, adaptable and solution focused. 
· Experience of planning curriculum, recruitment, enrolment and admissions processes within further education or adult learning
· Experience of working with community groups, employers, or partner organisations.
· Experience of supporting learners with progression, employability or overcoming barriers to learning.
· Experience of working with funding compliance, audits, or quality assurance processes. 

Desirable

· Teaching qualification (e.g. PGCE, CertEd, DTLLS, or equivalent), or willingness to work towards a teaching qualification. 
· Working knowledge of different funding streams relevant to adult education
· Ability to contribute to quality improvement activity, including SARs and QIPs.
· Confidence supporting learners with digital or blended learning platforms.
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