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Job Description 
Title:



Learner Coach



Summary/Purpose: 
To provide end to end structured support and guidance to all Learners, ensuring the attainment of positive sustained outcomes by providing a variety of interventions throughout their journey on Traineeships.


Learner Journey - from Referral to Sustained Outcome you will be the main contact point
Reporting to:  

Area Manager  
Supervising: 


N/A 
Duties and Responsibilities:

Specific
· Responsible for the pastoral care and wellbeing support of all learners.

· Accountable for effective management of a caseload of learners. Actively taking part in frequent caseload reviews to discuss all learners with line manager

· Responsible for the identification of learner personal support needs
· Responsible for being point of contact for all safeguarding issues, updating My Concern in a timely manner, making external safeguarding referrals as required and complying with the Company’s safeguarding policies and procedures. 

· Develop appropriate links and maintain good working relationships with external support organisations where appropriate and required.

· Responsible for maintaining and growing the relationship with Careers Wales (CW) to support referrals on to traineeship programmes.

· Responsible for conducting learner interviews and inductions including, meeting and greeting all learners, completing and checking all relevant documentation, delivering structured induction session and making sure all learners have a clear understanding of the provision and programme.

· Accountable for reviewing all relevant paperwork identifying any additional learning needs, for example childcare, 1-2-1, counselling and notify relevant departments, ensuring accurate records are recorded within the learner file.

· Work with learners and other colleagues to develop an effective personalised programme of interventions for individuals who require additional support.

· Accountable for ensuring all learners complete learner satisfaction surveys.

· Responsible for delivery of employability support, including job search guidance, soft skills development, motivational discussions and other appropriate support based on learners needs.

· Liaise with the employer engagement team / Jobs Growth Wales teams to source sustainable employment and placement opportunities for learners and supporting a seamless transition to placement or direct to sustained employment. 
· Support learners to gain a full understanding when job or placement opportunities are available, including understanding the job description, interview criteria, location of interview and interview preparation, hints and tips . Responsible for getting the learner interview or placement ready. .

· Coordinating with the Employability Officer to collect the job start evidence requirements and updating the required systems ensuring contractual compliance.

· Achieve contractual and KPI targets including learner attendance and sustained job outcomes 

· Responsible for learners who fail to attend, following the processes for re-engagement techniques and working with the Tutor to make contact and re-engage learners.

· Responsible for the centres exited learners following the exit process checklist, evidencing and updating the required paperwork, for positive and negative exits, in line with contractual requirements and compliance.
· Maintain knowledge and adherence to Work Based Learning Professional Standards, Education Workforce Code of Practice and company’s Code of Conduct
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General

· To ensure security of company assets 

· To comply with all company policies and procedures 

· To comply with the companies safeguarding policy & procedure 

· To comply with Equal Opportunities Legislation and be proactive in challenging prejudice, discrimination and stereotyping. 

· To implement in full the Company’s quality policies and procedures.

· To consult the Company Health and Safety Policy with regards to their specific responsibilities as described in the general arrangements section

· To give consideration to their actions at work as to how they may affect   the safety of Learners, clients and visitors to Company premises 

· Support organisations core values 

· Co-operate with all staff to achieve a healthy and safe workplace and reporting any risks identified, at the company’s or others premises, to the designated Health and Safety Officer.

· Other duties that may be identified from time to time by the Company.

· Attend relevant training / personal development programmes 
Person Specification
	
	Essential
	Desirable

	Experience & Qualifications


	· Experience of working with vulnerable learners 

· Experience of working with unemployed young people

· Learning Coach L4 Qualification or willing to working towards 

· Safeguarding and Prevent experience 
	· Social work or youth worker experience or qualifications

· Welsh Government traineeship / youth programmes experience

· IAG Qualification level 3 as a minimum or working towards
· Full clean driving license with use of vehicle 

	Skills
	· Good communication skills 

· Good interpersonal skills 

· Excellent organisational skills 

· Excellent administrative skills 

· Ability to work to targets and deadlines 
· Ability to engage with young learners to motivate and inspire them to overcome barriers and achieve goals. 
	· Welsh Speaker

	Knowledge


	· IT Literate

· Knowledge of training industry

· Safeguarding and Prevent knowledge and understanding 
· Knowledge of barriers to learning and employment 
· Local job market knowledge 
	

	Characteristics


	· Self-motivated, self-starter

· Flexible in approach

· Ability to work under pressure

· Reliable

· Enthusiastic

· Organised 

· Team player
	


NAME
 

_____________________

SIGNATURE 

_____________________   DATE 

_____________________
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