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Job Description
This form is used to provide a complete description of a specific job and defines the skills, knowledge and abilities required to undertake that job. 
	Role Profile

	The specific role profile provides key information relating to the salary and working conditions e.g. location of a job, along with the current focus of the job role and a brief description of the main duties.


	Job Title:
	Job Coach (Special)

	Salary Grade:
	BAND H  Point 25 (32 1/2 hours) 

	
	

	School:
	Exhall Grange Specialist School 

	Primary Location:
	Ansty Hall Hotel, Exhall Grange School and/or other off site business

	Responsible to:
	Assistant Headteacher – Post 16

	Responsible for:
	- 

	Purpose of Role
	To support students on an EmployAbility Programme. To assist them to develop work related skills while at their work placement. 

	Responsibilities
	· Deliver or support the delivery of work related modules. 
· Filing and record keeping (e.g. Cumulative documents, annual review evidence, pupil pprofiles).
· General administrative tasks (e.g. email, Microsoft Word, Excel, PowerPoint and SharePoint).
· Build relationships with interns, managers and employees in the working environment.
· Liaise with managers and employees to develop/carve out roles for students.
· Liaise with managers and employees to arrange meetings and taster sessions.
· Provide the departments with the important information regarding the needs of the interns (e.g. pupil profiles/medical information).
· Plan and map out the internship placements in advance.
· Learn the different roles within the departments and make appropriate documents.
· Support the stdents in their placements – withdrawing the support over time depending on the needs of the interns working towards independence.
· Work across Post 16 provision supporting employability skills.
· Ensure contingency plans are in place for any potential problems/staff absences.
· Assist in the planning, organising and running of seasonal events .
· Ensure the Website, the Infonet and SharePoint areas are updated regularly for your site (Liaising with persons responsible).
· Where possible, promote EmployAbility (e.g. Careers Fairs, Conferences, Team Meetings, Radio and Television Interviews).
· Ensuring best practice and continuity across business by using the Standard Operations Procedures.
· Manage intern’s professional portfolio by collating the evidence from all the various floors/teams.
· To ensure all company/client policies and procedures are adhered to.
· Evidence of assisting in maintaining a healthy, safe and secure working environment for everyone who comes into contact with EmployAbility.
· Prioritise own workload to meet the priority of the business and reduce risks to service quality.
· Support the students with their physical and emotional needs.
· Lead weekly tutorial for the students to discuss and monitor successes and concerns.
· Ensure the students are contactable throughout the working day.
· Ensure the students are wearing the correct Personal Protective Equipment (if applicable)

· Ensure all employees working alongside the students are aware of safeguarding procedures and are given the appropriate documentation (please see EmployAbility safeguarding Booklet)

· To complete the necessary individual risk assessments on interns and to get the programme risk assessment signed off by parents/guardians.
· To report Health and Safety issues to your manager and, where necessary, the company.
· To report all accidents and near misses through the correct channels and ensure appropriate records are made by completing the required paperwork.
· Promote good safety habits and methods of work (e.g. Display Screen Equipment).
· Support interns through the necessary channels with IT equipment issues.
· To ensure that all protective equipment is used correctly as specified by the Health and Safety at Work Act 1974.



Person Specification

	The person specification provides a list of essential and desirable criteria (skills and competencies) that a candidate should have in order to perform the job. Each of the criteria listed below will be measured through; the application form (A), a test / exercise (T), an interview (I), a presentation (P) or documentation (D).


	Essential Criteria
	Assessed By;

	Hold a recognised and relevant NVQ level 3 qualification. 
	A, I, D

	Have at least GCSE (or equivalent) English and Maths at grade A-C.
	A, D

	Have good level of knowledge and understanding of SEND and areas of the curriculum.
	A, I

	Good communication skills in order to be able to liaise with a wide range of stakeholders, management team members, colleagues and customers within your work environment.
	A, I

	Previous Teaching Assistant or Job Coach experience.
	I

	Have an understanding of, and is able to support, the Post-16  curriculum.
	I

	Understanding of school's policies and how they relate to local and national frameworks/policies (e.g. child protection, health and safety, equal opportunities, SEND).
	I

	Able to use IT effectively to support learning.
	I

	Ability to plan, prioritise and manage multiple projects and work assignments with minimal supervision.
	I

	Can solve problems and exercise initiative and independent action.  
	I

	Be polite, professional and friendly at all times with customers, clients and colleagues.
	I

	Demonstrate a can-do attitude towards the programme and its ambitious plans.
	I

	Passionate about delivering excellent customer service and support services to our clients and customers.
	I

	Act with honesty and integrity.
	I

	Have exceptional interpersonal skills with high professionalism and excellent written and spoken English.
	A

	High expectations for the interns’ quality of work and attention to detail. 
	I

	Ability to work under pressure whilst maintaining a positive attitude.
	I

	The ability to adapt to the corporate environment.
	I

	Flexible approach to working hours and environment.
	I

	High standard of personal presentation.
	A, I


	Desirable Criteria
	Assessed By;

	Have worked with children and young people with social and communication difficulties including autism.
	A, I

	Have understanding of visual impairment.
	A, I

	Have attended manual handling training.
	A

	Be able to operate specialist equipment – e.g. hoists
	A, I

	Willingness to undertake medical competencies
	I


	We are committed to Safeguarding and promoting the welfare of all those we serve, as well as complying with best practice in the application of safeguarding. Therefore, as this role requires working with Children or Vulnerable Adults a Criminal Records Bureau (CRB) Disclosure will be required as part of the pre-employment checking process, and rechecking will be required as and when determined by the relevant policy.

	Working Conditions

	The working conditions relate to those non-contractual elements of the job that may impact on the holder of the position, as well as those workplace-based responsibilities that are part of this job. These are not contractual but provide a guide to the working conditions and the potential hazards and risks that may be faced.

	Health & Safety at Work

	To take responsibility for your own health, safety and wellbeing, and undertake health and safety duties and responsibilities for your role as specified within Warwickshire County Council’s Health and Safety Policy AND National Grid, and all other relevant health and safety policies, arrangements, procedures, systems of work as specified for the post/ role.

	Potential Hazards & Risks

	The potential significant hazard(s) and risk(s) for this job are identified below. The purpose of recording this information on the job description is so that the health status of the potential and actual post-holders can be assessed with regard to the significant hazards and risks. These hazards and risks should be based on the appropriate activity, process and/or operation risk assessment whereby all of the significant risks are identified, recorded and appropriately controlled. The list below is therefore not an exhaustive list because it is the risk assessment that details all significant risks that could arise out of or in connection with the work activity, but any others will be identified in the ‘other’ section.

	· Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
· Significant use of computers (display screen equipment)
· Work involving food handling

· Working with challenging behaviours

· Work with vulnerable children or vulnerable adults
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