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Job Description – Employability Skills & Placement Officer

Salary:		Level 6

Reporting to:		Head of Student Experience


Role Purpose:

The Sheffield College is a large, vibrant and diverse further education college and we are proud of how the college contributes to transforming lives through learning by meeting local skills needs.   

[bookmark: _Int_TfGFQdF6]We have high aspirations and standards for ourselves, and our learners and this role will be a key one in supporting the college’s mission to be consistently great and ensure our students get the qualifications and skills they need to go further in employment, careers, apprenticeships, further training, and university level courses. 

You will be responsible for ensuring learners gain high quality placements, experience of work and placements tasters, you will interact with the learner to jointly identify challenges and find solutions to overcome barriers to placements. You will be required to manage a case load of vacancies and candidates including shortlisting student applications and liaise with employers to set up student interviews. You will visit students in the workplace, offering training, support and assessment for the units within the qualification. 

Main Responsibilities:
· You will work closely with course leader, tutor mentor and the employer to ensure students are fully engaged with their learning and placement, fully stretched and able to achieve their goals. 
· Support curriculum teams, students, and employers to plan and deliver industry placements, mandatory placements, and placement tasters 
· Plan and coordinate employability development opportunities, guest speaking workshops and job ready activities for all students, working in collaboration with the Heads of Student Experience and other College colleagues, in accordance with the curriculum plan.  
· Provide outstanding customer service to employers via established contact routes and site visits 
· Deliver Work-related activity including a minimum of 300 hours classroom delivery, induction workshop including introduction to placements and placement tasters and relevant employability programmes e.g. MoveAhead, GetAhead and StayAhead 
· Assess students’ readiness for the industry placement, agree and implement individual employability development plans, including the setting placement objectives linked to the qualification and populate student learner record on WRA 
· Provide a range of professional, guidance and information to overcome challenges the student has, referring to specialists where appropriate
· Prepare learners for interview (supported by careers team where appropriate) 
· Support the CAS Team to ensure collection of all student compliance documentation including the obtaining of DBS clearance, parental consent forms and signed student service level agreements and other compliance documentation prior to the placement commencing 
· Manage first day in placement date including the completion of the 3-way induction paperwork (learner, employer, college)  
· Act as a support for a caseload of “at-risk” students seeking new opportunities to complete their qualification or study programme 
· Agree a work placed action plan with employers, curriculum teams and assess student performance against agreed plan. 
· Monitor and assess the performance of students and keeping appropriate records to comply with college policy. This could include, amongst others, assessing presentations, practical demonstrations, group work etc. Recording the results of practical assessment, tracking progress, providing constructive feedback, and setting targets are integral to this element of the role  
· Coordinate, plan and host internal events to promote employability development across all College students and the Employer Skills Academy programmes.  
· Support and encourage the logging of placement hours on the WRA system 

From time-to-time these responsibilities may be reviewed so that they evolve as part of the college’s strategic growth and success.  You may also be required to take on other tasks related to the job to support the College in the delivery of its strategic aims, without changing the role's main purpose. 
Cross-college Responsibilities
You may be required to participate in cross-college teams and working groups on key projects.
You may need to attend relevant internal committees and groups. This could include preparing and presenting papers as required.

You will act as a role model to colleagues, ensuring that the responsibilities of the post are carried out in line with the College’s FREDIE+ values and behaviours.  


Student Related Responsibilities

· Anyone who has regular contact with children and young people in their day-to-day responsibilities must ensure they are safe. You will work with the Safeguarding Team, ensuring concerns regarding students/apprentices are shared in a timely, accurate manner
· You will be involved in supporting college open days, supporting during the exam season, student enrolment and any other required events 


Other Responsibilities  
All staff have a responsibility to ensure that the college provides a safe and sustainable environment for students, staff and visitors. You will support this by: 
· Understanding and undertaking the specific responsibilities for their role as documented within the Health and Safety Policy and procedures. 
· Ensure compliance with Data Protection Regulations. 
· Ensure that environmental sustainability is a key consideration in the actions we take, working towards the college’s environmental strategy and net zero ambition. 

























Employability Skills & Placement Officer
Person Specification
	Assessment Criteria
	
	Interview (I)/
Application (A)

	Skills & Experience 

	Essential   
   
	Demonstrates a high level of competency in the use of IT applications e.g. Microsoft Office and Web based systems, email, and Google docs.
	I / A

	
	Essential   
	Ability to help learners to transfer their employability skills to other parts of their lives
	I

	
	Essential  
	Demonstrate a high level of interpersonal skills to effectively work in partnership with college staff, students, and employers.
	I

	
	Essential  
	The ability to deal with confidential and sensitive information and situations with diplomacy, discretion, and tact
	I

	
	Essential  
	Empathy with young people facing barriers to their learning.  
	I

	
	Essential  
	Experience of monitoring and assessing learner progress in ways that deliver excellent outcomes
	I / A

	
	Essential 
	Experience of recruitment and interviewing processes and techniques
	I

	
	Essential 
	Experience of engaging/collaborating with employers and providing outstanding customer service  
	I

	
	Essential 
	Experience of working in a business support environment
	I / A

	
	Desirable  
	Experience of facilitating learning with post 16-year-old groups   
	I / A

	Qualifications 
 
	Essential   
	Level 2 English and Maths Qualification or Equivalent
	A

	
	Essential    
	Level 3 qualification in a relevant curriculum area
	A

	
	Desirable   
	Qualification or experience of Health & Safety in the Workplace
	A

	Knowledge 
 
  
	Essential   
	Knowledge & understanding of Health and Safety obligations in compliance with existing law and in accordance with the DFE guidance
	I / A

	
	Essential   
	Knowledge and understanding of the definitions of Work Experience/Placements applicable to post 16 Study Programmes, including technical levels and extended industry placements
	I / A

	
	Essential  
	Knowledge of post-16 curriculum qualifications
	I / A

	
	Desirable 
	Knowledge of the Further Education sector
	I / A

	Competencies 

	Essential   
   
	Planning and organising
	I

	
	
	 Has the ability to deliver everyday activities as an individual contributor or via task co-ordination of others.  
	

	
	Essential   
	Delivery of Results 
	I

	
	
	You know what you need to do and effectively implement this. Has the ability to make decisions impact on self, team and our customers. Delivers individual results.
	

	
	Essential   
	Problem Solving
	I

	
	
	Has the ability to deal with a standard range of problems and find solutions through questioning skills.
	

	
	Essential   
	Influencing 
	I

	
	
	Has the ability to influence others in your team, collaborating and networking across teams.
	

	
	Essential 
	Knowledge & Experience 
	I

	
	
	Has some subject knowledge or experience.  
	

	
	Essential 
	Behaviours 
	I / A

	
	
	Understands the TSC FREDIE+ values of Fairness, Respect, Equality, Diversity, Inclusion, Engagement and Innovation, the TSC’s behaviours and act in line with them 
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