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Harington Scheme Job Description.
Job Title:  

Job coach
Reporting To: 

Recruitment and Progression Manager
Responsible for:  
 Learners on placements with employers and in the community
Main Functions:  
To provide support for Learners on placement with employers.  This will involve staying with the individual at the placement and helping them to learn their job role, learn job related skills such as how to clock on and off, when to take breaks and help making friends with colleagues.

Main Duties and Responsibilities: 
1. To contact employers to develop new work experience placements and to liaise with and support employers during work experience placements.

2. To provide travel training for learners going on placement. This includes planning the safest route and liaising with parents or carers.

3. To provide support for learners on placement with employers.  

4. Monitor the placement when the full-time support has been faded. 

5. To support trainees and potential trainees with visits to Jobcentres and other support agencies.

6. To support learners with job search, developing CV’s and completing application forms, help learners prepare for interviews and support them at interview as appropriate.  

7. To support learners as part of Harington’s aftercare support, to ensure that progression paths are sustainable.

8. Complete administration tasks as required for example Vocational Profiles and Work Experience Placement Monitoring Forms.
9. To complete job coaching training and other CPD as required.

10. Evaluate, reflect on and develop own practice, be responsible for own continuous professional development and maintaining accurate records of CPD.   
11. Share good practice and contribute toward quality improvement within the organisation.  
12. Attend regular team and supervision meetings.  
13. Maintain accurate records.  
14. Adhere to and promote all company policies, particularly Health and Safety, Equality and Diversity and Safeguarding.  
15. Be responsible for the maintenance of personal health and safety and development of best practice, as well as that of our clients and fellow staff, as required by the company, the Health and Safety Executive, and any other monitoring or contracting body.  
16. Assist with development of the learning programme, specific quality improvement activities and/or staff development.  
17. Work as a member of the Harington team and carry out cover for other staff as and when required.  
18. Carry out other duties as specified by a senior member of staff as commensurate with the grade.  
Salary: 
£19,321 – 24,151
Hours:
30 hours a week will be flexible, to accommodate the hours that individuals need support.  

Annual Leave:      Based on 5 weeks rising to 6 weeks after 5 years service 
This job description will be reviewed annually- Version August 2017  
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Person Specification.  
Post:  Job Coach 

	Selection Criteria  
	Essential (E) Desirable (D) 
	Assessment method 

	Qualifications  
	 
	 

	Information Advice and Guidance NVQ 3 or other relevant qualification at level 3, or willingness to achieve within the first year in post.
	E

	C

	Job Coach Training – such as training in systematic instruction or willingness to achieve within the first six months in post.
	E
	C

	Licence to undertake Rickter Scale assessments
	D
	C

	Experience  
	
	

	Experienced in supporting people with learning difficulties and or disabilities in the workplace.
	E


	AF I

	Experience of sourcing work experience placements for learners with learning difficulties and or disabilities.
	E
	AF I

	Experience of finding paid employment for people with learning difficulties and or disabilities.
	D
	AF I

	Knowledge  
	
	

	Understanding of health and safety in regard to learners undertaking work experience.  
	E
	AF I

	Understanding of main welfare benefits relating to young people with learning difficulties and disabilities and how they are affected by the young person gaining paid work, or willingness to gain this within an agreed timescale.   
	E
	I

	Skills and abilities  
	
	

	The ability to be able to establish rapport with young people with learning difficulties and/or disabilities, help them explore their interests and experience and decide on a career path and take this forward into an action plan.  
	E
	I

	Ability to communicate effectively with others, including families, carers, and people at all levels within employers organisations.  
	E
	I

	The ability to work as an effective member of a team and to work independently. 

Ability to work with minimum supervision and be self-motivated.
	E
	I

	Good oral and written communication 
	E
	AF I

	Good planning administrative and organisation skills, including use of IT Microsoft Office packages Outlook and Word and Excel.  
	E
	AF I

	Other   
	
	

	Honest trustworthy and reliable 
	E
	I 

	Able to work flexible hours to meet the varying needs of learners in their work experience placements
	E
	I

	Commitment to safeguarding and improving the well-being of children and vulnerable adults and ability to follow safeguarding and Prevent procedures
	E
	I

	Knowledge of/commitment to equality of opportunity and ability to promote this in all aspects of work.  
	E
	I

	Willing to undertake continuous professional development as necessary. 
	E
	I

	A full driving licence  
	D
	C


ASSESSMENT METHOD KEY: AF = Application Form C = Certificate and I = Interview (please note that the interview process often involves an activity and/or written assessment) 
This post involves working closely with young people and vulnerable adults therefore appointment will be subject to an Enhanced DBS Disclosure with Barred List checks. 
