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Job Description

Position:			Employability Manager

Salary:				£29,777 - £31,364

Hours:				37 hours per week 		

Job Location: 	The Employability Manager will work across all areas of the college. Occasional evening and weekend work may be required. 

Responsible to:		Head of Student Experience

Main Purpose of the Role	
Support the development of employability skills of students and create opportunities for work placements that will develop skills and prepare students for, or provide, future employment. To ensure the Supported Internship programme is successful for all parties. All interns should have the opportunity to gain skills to enable them to obtain employment following the internship programme. Work to expand the offer of supported Internships, broadening the workplaces available and increasing access across Rotherham.  

Work Experience
·    Lead and develop the college’s approach to work experience systems and processes.
· Ensure the successful implementation of the work experience programme ensuring all students understand and are fully advised and supported with information and choice. 
· Establish and develop strong relationships with employers including a clear commitment to ensure that these relationships remain long standing.
· Develop new, high-quality work placement opportunities, ensure that communication with employers is timely, effective, and contributes to high employer satisfaction.
· Assess all work placements and ensure the efficient co-ordination and monitoring of learners whilst they are on work experience placements.
· Play an active role in the marketing and promotion of the college, with particular emphasis on liaison with external partners, employers, and other key agencies.
· Liaise with senior leaders, college managers and teaching staff to ensure that work placements provide appropriate opportunities for students to develop and be assessed in both core employability and work skills relevant to that industry or vocational sector.
· Co-ordinate assessments of student progress whilst on work placements.
· Provide leadership and guidance to learning coaches who deliver direct support to students on work placements.
· Maintain a database of past, current, and potential work placements and complete all associated organisation and administrative records. 
· Monitor and record the progress of students whilst on work placement and provide all necessary documentation to employers, parents/cares and students including Health and  Safety, job descriptions and, where appropriate, medical details. 
· Ensure that a clear communication system exists between all parties including college staff, parents/carers, employers and students. 
· Conduct Health and Safety and risk assessments, in line with college policy, ensuring that an accurate Health and Safety record system is maintained. 

Supported Internships
· Actively work with stakeholders to expand the current internship offer and develop effective relationships with new host businesses.
· Provide line management, supervision and guidance to job coaches as per college policy. 
· Manage the interns’ transition process into and out of an internship to include liaising with families, professionals and relevant authorities, ensuring all necessary paperwork is completed prior to, during and on completion of the internship programme.
· Alongside the job coach, work closely with parents/carers.
· Coordinate and attend meetings between job coaches, host businesses, Project SEARCH staff and others, as required, ensuring smooth placements and reporting of progress.
· Work with the admissions and transitions team to promote Supported Internships in other educational establishments and with local businesses.
· Work alongside the admissions and transitions manager to review Supported Internship consultations, support with interviews of prospective interns and provide appropriate responses.
· Organise induction and graduation events for interns.
· Be a key point of contact for parents/carers in relation to updates/concerns regarding their intern.
· Ensure that intern records are updated appropriately in relation to individual risk assessments and/or medical situations and that all appropriate action is taken and the situation reported to the relevant / identified individuals.
· Ensure the robustness of risk assessments for intern activities, as required by college, and host businesses.
· Support with the delivery of a consistent and effective employability curriculum which supports young people’s development towards employability.
· Work closely with job coaches to review the planning and effectiveness of monthly reviews for each intern.
· To review and ensure that records and reports for project delivery information are in line with the systems directed by the Project SEARCH licence holder, as appropriate. 
· To work with Project SEARCH staff as required.
· To establish good working relationships with line managers and co-workers at each intern placement. 

General Duties and Responsibilities
· Be aware of and comply with policies and procedures relating to child/adult safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person in accordance with college policy.
· To comply with college, Project SEARCH and host employer policies and practices, following procedures as required.
· Support the role of other professionals.
· Provide individual travel training (following appropriate training) to students/interns as well as guidance/support to other travel trainers in college, ensuring  students gain independence and life sills through individual training programmes involving the use of buses, trams, trains and taxis. 
· Ensure high quality provision of work placements and Supported Internship programmes to support the college achieve at least good Ofsted outcomes.
· To promote and undertake all work activities in line with college values.
· Participate in training and other learning activities and performance appraisal development as require.
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