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Vision Business Support Services is a subsidiary company of West Nottinghamshire College. 

Employability and Skills Advisor

Digital, Business and Professional
Ref: VBSS20.32
1. The Appointment

You will provide support, mentoring and coaching for all designated students including those who may be at risk due to a number of factors including: under performance, poor attendance and behaviour, lack of motivation or other personal barriers to their learning and progress towards their chosen career.

You will work with a variety of learners to provide an employability and study skills programme which will include the development of the learners’ academic, personal and social development, and support their progression planning via the development of the learners’ employability skills. You will monitor the learners’ progress on their Study Programme and conduct regular one to one meetings and interventions to ensure all learners are achieving their aspirational targets.  

You will intervene on a range of issues which may include punctuality, attendance, behaviour, self-management, time management, study skills across the whole department as agreed by the needs of learners and teams.  You will liaise closely with the head of department, their teams and other specialist services and areas both internally and externally to identify and support ‘at risk’ learners in a range of learning settings.

You will have a good understanding of the curriculum areas, learners and their learning and pastoral support needs in order to assist in the identifying the needs of students to ensure appropriate support is put into place.
You must have proven experience of working with young people and ideally in a supportive and mentoring role and to have worked in a college/school/youth environment.

You will be involved in the delivery of appropriate employability and study skills sessions and work closely with the teams and have an involvement with organising and taking part in enrichment and wider learning activities. 

You will demonstrate energy, passion and enthusiasm for making a difference and have the proven ability to engage, motivate and support young people.  

It is essential that the person appointed has the ability to build positive relationships, displaying excellent communication and organisational skills.

The role will require you to embed the college’s values; Respect, Integrity, Collaboration, High Expectations, Responsibility. 
2. The Post

2.1 Main Duties and Responsibilities 

a) To establish productive relationships between learners, teachers and learner support services, encouraging dialogue and feedback to ensure appropriate support mechanisms are in place to secure high positive impact on learners’ outcomes.
b) To work closely with the head of department and attend at risk team meetings to identify any students at risk.  To ensure all reasonable support to learners who may be at risk is provided by mentoring/coaching/support staff both in lessons and outside of lessons.   
c) To act as a mentor to learners in order to support and challenge them to excel. To enable students who are at risk or who are not achieving their potential or who lack focus or motivation in their studies to make swift progress. To agree action plans with learners, outlining the aims of the mentoring, and jointly monitor and evaluate their progress.
d) To motivate and encourage students to take responsibility for their own attendance including English and maths lessons.
e) Attend weekly at risk team meetings and provide all reasonable support and challenge to enable learners to overcome barriers that prevent them from making swift progress. Refer to appropriate internal and external support services and agencies if and when required.

f) To co-ordinate and ensure meaningful additional learning support is provided for learners as required in order to enable them to accelerate their progress.
g) To promote learners’ positive behaviour, attendance and respect for self and all others.

h) To closely monitor learners’ onsite and off-site/online engagement and attendance in line with college procedures.  
i) To closely monitor the progress learners make in all aspects of their study including English and mathematics and career aspirations.

j) To support the development of the learners’ employability skills and prepare and support learners on their work placements.

k) To liaise closely with students’ teachers, heads of departments, student services’ staff, and carers keeping them informed of learners’ attendance, behaviour and progress. 
l) To attend where required all directorate events such as parents’ evenings, ‘Meet the Tutor’ events, ‘open evenings’ and marketing events including school liaison visits, external events and ‘taster’ visits.
m) To contribute to a range of bespoke and innovative interactive tutorials that support and enhance learners’ personal and social development, health and well-being and academic progress.
n) To assist with ‘Learner Voice’ initiatives and events, including where appropriate providing feedback to learners.
o) To maintain accurate and up to date records including the use of ‘ProMonitor’ and associated college systems.
p) To support learners in maintaining and developing their individual learning plans (ILP).
q) Organise and run appropriate drop-in sessions to students who may require support and mentoring.

r) To attend team meetings / training as and when required.

s) To maintain accurate and up-to-date records of support activities, including assessing impact on learners’ outcomes and where appropriate contribute to the self-assessment process.
t) To support the learner induction and re-induction programmes.
u) To lead on the collection and compilation of learner destination data.
v) To plan for appropriate, timely careers advice and guidance sessions which support learners to secure progression opportunities to positive destinations. Where appropriate, liaise with other learning brokers to support effective progression and/or transfer.
w) To provide guidance and support with learners’ applications to positive destinations such as apprenticeships, employment and higher study.
x) Work closely with the college’s ‘learner records and examinations’ team to ensure accurate, timely registration of each learner including transfers, withdrawals and individual exam entries.
y) Any other duties that may reasonably be regarded as commensurate with the responsibilities.
2.2
Other Responsibilities

a)
To uphold and promote college policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity policies and procedures and attend training as requested.

b)
To apply the college’s own safeguarding policy and practices and attend training as requested.
c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college.

f)
To undertake any other duties as may reasonably be required commensurate with the post.
3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	Qualified to Level 3
	(
	

	Qualified to Level 4
	
	(

	Literacy Level 2
	(
	

	ICT Level 2 
	
	(

	Numeracy Level 2
	(
	

	First Aid at work or willing to work towards within 12 months of appointment 
	
	(

	Level 4 Certificate in Education and Training or equivalent (or willing to work towards)
	
	(

	Experience 
	
	

	Recent and relevant experience working with 14 – 24 year olds in an education, youth work or similar capacity.
	(
	

	Knowledge of the Education Inspection Framework and Programmes of Study 
	
	(

	Experience of providing effective learning experiences with young people aged 16-24 
	(
	

	Experience of developing and coordinating bespoke workshops that support students personal and social development and health and well-being
	(
	

	Experience of working in a learner support role
	(
	

	Experience of mentoring or providing one- to- one individual support and challenge with young people 
	(
	

	Evidence of promoting equality, diversity, respect and tolerance with young people
	(
	

	Evidence of providing effective coaching / mentoring with young people
	(
	

	Skills /Knowledge
	
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding
	(
	

	Knowledge and appreciation of equality and diversity and safeguarding with a FE environment
	(
	

	Proven knowledge of and skill in dealing with the personal, social, health and well-being issues facing young people aged 16-24
	(
	

	Ability to build positive and professional relationships
	(
	

	Use creativity to provide a positive learning experience with young people
	(
	

	Ability to develop and deliver effective learning materials and information
	(
	

	Provide constructive feedback with young people
	(
	

	Collate accurate tracking records and use to improve outcomes for young people
	(
	

	Excellent communication and interpersonal skills
	(
	

	Ability to analyse information and situations and recommend ways forward                                                 
	(
	

	Self-managing/reflective
	(
	

	Ability to organise, plan and prioritise
	(
	

	Proven ability to manage working time effectively 
	(
	

	Understand the need to conduct thorough risk assessments
	(
	

	Qualities/Approach linked to college values 
	
	

	Enthusiasm
	(
	

	Commitment to learners and colleagues
	(
	

	Self-confident
	(
	

	Approachable
	(
	

	Empathy
	(
	

	Flexibility
	(
	

	Open and responsive
	(
	

	Excellent team member
	(
	

	Ability to articulate clearly and objectively
	(
	


4. Position within the College

The post-holder will be part of the Digital, Business and Professional Studies department and will report directly to the Head of Department.  

5. Terms & Conditions

a) The post is offered on a Vision Business Support contract and is subject to those terms and conditions.
b) The salary will be Vision Business Support Band 4.

c) You will be required to work up to 37 hours per week on a flexible basis, requests for part time hours will be considered.   

d)  Other terms and conditions to be outlined in line with your contract of employment.

e) The post holder may be located at any West Nottinghamshire College Group site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.
6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by Wednesday 5th August 2020.

Interviews will take place during week commencing 24th August 2020 
www.wnc.ac.uk/vacancies 

THE COLLEGE PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 

The college is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  Posts are all subject to DBS check. The successful candidate will be required to pay for the DBS check themselves, the cost will automatically be deducted from their first salary payment. This is currently £44. 

It is an offence for anyone who is barred by the ISA from working with children and or vulnerable adults to apply for this position.
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