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	Job Description for: 
 
	WEX Advisor and Assessor Early Years

	[bookmark: _Hlk179814309]Grade
	 21 – 26

	Salary:
	£28,307 – £32,784

	Hours: 
 
	1 FTE 

	Responsible to: 
	Senior Student Placement Officer



MAIN PURPOSE OF THE JOB:   
 
To source high quality work placements and / or other work related activities for all students on Early Years Study Programmes, ensuring the placements meet the students’ career aspirations and fulfil the requirements of their course. 

Duties and Responsibilities

The person appointed will be required to work flexibly within a team environment and will be allocated a range of duties and responsibilities.  The post holder will work closely with Directorate and other College staff and will be allocated a range of duties.  The duties allocated may be varied or changed by the line manager dependent on the needs of the service.

· To liaise with curriculum to meet their work placement requirements and encourage further involvement as and when opportunities are presented.  
· Use contacts within the sector to identify and secure work placements and work experience opportunities from new, lapsed and existing employers and effectively manage the relationships with them to maximise future opportunities.  
· Generate new work placement and work experience opportunities, employer leads and appointments using a variety of activities including telesales, mail-outs, networking events, social media, advertising, etc. 
· Support NCFE CACHE Level 2 and T Level students in sourcing high quality placements.
· To carry out mandatory observations and exam assessments in line with the relevant qualification specification and requirements. 
· To assist in establishing sector specific employer advisory boards or equivalent who would be instrumental in designing and confirming the skills needed for their sector and steer the employability outcomes of Career Advantage. 
· To complete the necessary Health and Safety checks with employers as required by the College’s WEX Policy.
· To engage with curriculum teams to contribute to the design, delivery and assessment of the Career Advantage Framework. 
· To meet regularly with students, in groups and individually, to identify their career aspirations in order to match them to a high-quality placement. 
· To engage with students and curriculum to promote and support with our online placement and skills portal – Navigate.
· To monitor student attendance, behaviour and performance whilst on placement and to liaise with the personal tutor regarding any concerns or follow up.
· To work with the Tutors, Lecturers, students and employers to secure sustainable opportunities, and to track and monitor these on an ongoing basis, providing reports as requested. 
· To contribute to team and individual minimum levels of performance and target KPIs as agreed with line manager.  The KPIs will be updated regularly and presented in a separate document.
· Proficient in the use of Microsoft software packages, such as Excel. This will be used to store placement data and provide regular reports.

General 

· Attend and contribute to whole college, department or other meetings as required. 
· Support Curriculum team with course experience events, parent evenings and enrolment of learners.
· Represent and promote the colleges at internal / external events and meetings. 
· Contribute to the preparation of the annual Self-Assessment Report (SAR), quality improvement and annual planning arrangements. 
· Attend training and development opportunities as agreed. 
· Maintain and increase skills and knowledge relevant to the role through training and CPD activity. 
· Maintain student and college data in line with college policies and procedures. 
· Comply with and implement relevant health, safety, security and welfare processes as required by statutory or college procedures. 
· 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.  
 
 
 
  





PERSON SPECIFICATION:  
 
Qualifications: 
	 
	Essential 
	Desirable 

	Level 3 or above in the childcare sector 
	√ 
	 

	Assessor award
	√
	

	Level 2 English and Maths
	√
	


 
Knowledge and experience: 
	 
	Essential 
	Desirable 

	Understanding of government funded work based training and commercial products in the FE sector 
	 
	√ 

	Understanding of work placements  
	√  
	

	Understanding of T Levels 
	√  
	


 
Skills and competencies: 
	 
	Essential 
	Desirable 

	Ability to plan and manage own work load, achieve agreed targets and objectives and evaluate outcomes 
	√ 
	 

	Ability to communicate with existing, lapsed and new clients 
	√ 
	 

	Ability to build effective working relationships and partnerships with internal and external stakeholders 
	√ 
	 

	Ability to generate sales appointments  
	 
	 √

	Ability to offer IAG to students seeking work placements 
	√ 
	 

	Ability to use Microsoft Excel to provide regular data reports
	√
	


 
Other qualities: 
	 
	Essential 
	Desirable 

	Drive, energy and enthusiasm to work flexibly in a changing and challenging environment 
	√ 
	 

	Commitment to work within the framework of the College’s policies 
	√ 
	 

	Commitment to raising the quality of every aspect of College activity 
	√ 
	 

	Preparedness to take responsibility for and ownership of tasks and work as part of a team
	√ 
	 

	Evidence of a commitment to personal and professional development 
	√ 
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