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Job description for:      	Skills Coach – Lecturer/Skills Coach

 Responsible to:       		Curriculum Manager - Apprenticeships

Salary Range:		Spine Points 23 – 26 (no TQ) or 27 – 34 (TQ)

Hours Variable		Full Time	

POST SUMMARY:

· To assess, coach, teach where appropriate and mentor apprentices to meet the gateway for EPA across a range of apprenticeship standards.
· To be responsible for ensuring timely achievement for every apprentice on case load across all components of the apprenticeship programme from initial sign up to completion.
· To monitor and report on progress of all learners.
· To liaise and communicate progress with internal staff, learners and employers as required.  

MAIN DUTIES AND RESPONSIBILITIES OF THE POST:

Skills Coach/ lecturer Duties

1. Teach affectively on all level relevant apprenticeship standards.

2. Develop course materials, standardised resources, schemes of learning, lesson plans etc ensuring these are mapped to the standards being delivered.

3. Work with Curriculum Manager and Head of Quality as part of the quality assurance process.

4. Conduct initial assessment of skills for apprentices recognising prior skills to inform the individual learning plan and compile and maintain a learner profile. 

5. Be responsible for coaching, mentoring, and assessing a caseload of apprentices individually or in groups, in the workplace/college or remotely, ensuring they make good progress on mandatory qualifications where appropriate and develop the skills, knowledge and behaviours set out in the apprenticeship standard they are following. 

6. Identify any mastery and plan individual delivery of learning to ensure a logical sequencing of learning that maps against the requirements of the apprenticeship standards and end point assessments.
 
7. Carryout Professional Discussion with learners and employers prior to sign-up to ensure all are involved are aware of commitment and requirement of apprenticeship. 

8. Advise learners on the most suitable qualification and pathway at the start (where required) of their programme and to agree an individual learning plan with each learner. 

9. Plan with and work alongside key stake holders and assess a caseload of learners remotely and in the workplace leading to successful gateway readiness.

10. In liaison with the employer agree and plan the 6 hours off the job learning (active learning) to meet business needs.

11. Support and teach if required any top-up in knowledge skills or behaviours in preparation for end point assessment.

12. Complete and document individual learning plan mapping against the requirements of the standards, identify delivery milestones and preparation activity for gateway ensuring every apprentice is ready for end point assessment.

13. Regularly communicate with employers throughout the apprenticeship including progress of the apprentice, advising on their role in the off the job training (active learning), gateway preparation, end point assessment through regular 10 weekly reviews.

14. Carry out assessment of apprentices’ acquired skills, knowledge and behaviours in the workplace ensuring that visits are timely and in agreement with the employer and apprentice.  Record the outcomes of such assessments in detail using the identified e-portfolio system.

15. Provide feedback to apprentices on their skills development including vocational and behaviours as to whether they are competent within the requirements and identify areas for improvement.

16. Accurately complete and return within specified deadline paperwork and/or electronic records of learners’ initial and diagnostic assessment, including mastery; enrolment; individual learning plan; learning planning; feedback; progress; learning activity; outcomes of assessment; and information, advice and guidance. Upload relevant information to the e-portfolio (Smart Assessor).. 

17. Coach and monitor learners to document their on and off the job training (active learning). 

18. Engage with the use of an online platform and update personal CPD and training as appropriate and maintain professional occupational competence.

19. Provide on-going support for learners to ensure their timely completion of their EPA and apprenticeship. 

20. Review learners at regular intervals in accordance with their commitment statement and provide detailed feedback on progress and achievement to progress pass their gateway to EPA. 

21. Mentoring learners with varying barriers to learning. 

22. Liaise with learners’ line managers and employers to ensure appropriate opportunities for training and assessment are available to the learners both on and off the job, plus preparing for End Point Assessment (EPA)

23. Meet targets for timely and overall success rates. Ensuring every learner’s achievement and success is timely.

24. Provide information on apprentice progress and achievement, completing all required documentation for achievement / withdrawal to the Programme Lead and Internal Quality Assurer (IQA) according to the College quality systems.

25. Meet and liaise with the IQA (where relevant) and Curriculum Manager as required.

26. Attend standardisation and/or quality assurance meetings as required by the college.

27. Attend External Verifier visits where relevant.

28. Take responsibility for collecting destination data for your apprentices’ and for ensuring satisfaction surveys are conducted with your apprentice and their employer as appropriate during and at the completion of their programme of study.

29. Report potential leads and issues relating to employers to the Curriculum Manager and the College Key Account Managers.

30. Meet and liaise with the Curriculum Manager and IQA as required for regular support and performance management.

31. Share and contribute to the colleges vision, mission and values and communicate them through management of behaviours.

32. Actively promote and model good practice in equality and diversity, safeguarding and health and safety and carry pout impact and risk assessments as necessary. 

33. Liaise with other teams across curriculum delivery where relevant.

General: 

The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed. The post holder must comply with and implement relevant health, safety, security and welfare processes as required by the relevant statutory or college procedures.

PERSON SPECIFICATION: 

Qualifications:

	
	Essential
	Desirable

	Hold a Level 3 vocational qualification or equivalent in the vocational area. 
	
	

	Hold D32/D33/D34, A1, V1, Assessor qualification or be working towards the Assessor qualification
	
	

	Hold a coaching or mentoring qualification or be working towards one.
	
	

	Hold a teaching qualification, (Skills Coach) PTTLS as a minimum or be working towards
	
	

	Possess or working towards a minimum Level 2 standard in English and Maths or be working towards
	
	



Knowledge and experience:

	
	Essential
	Desirable

	Relevant and current experience working within the vocational sector
	· 
	

	Excellent practical, theoretical and knowledge of vocational specialisms 
	· 
	


	Experience of working in a variety of settings with flexible working arrangements
	
	· 



Skills:

	
	Essential
	Desirable

	Microsoft Office skills appropriate to post
	· 

	· 

	Excellent interpersonal, written and verbal communication skills
	

	

	Honesty, integrity, professionalism and respect for confidentiality
	

	

	Outstanding organisational skills with the ability to work under pressure, be flexible and resilient.
	· 
	



Behaviours:

	
	Essential
	Desirable

	Able to meet people with ease and build beneficial relationships.
	· 

	

	Able to council, negotiate and advise others
	· 

	

	Able to motivate others to succeed
	· 

	

	Be approachable, accommodating and unassuming

	· 
	

	Possess self-confidence, enthusiasm and persuasion.

	· 
	

	Able to work to a high standard and maintain quality.

	· 
	



Other qualities:

	
	Essential
	Desirable

	Car driver
	

	· 

	Good interpersonal skills
	
· 
	

	Effective organisational skills
	
· 
	

	Prepared and able to promote equal opportunities and anti-discriminatory practice
	· 
	

	Prepared to work in accordance with the College Health and Safety policy
	· 
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