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JOB DESCRIPTION
Job Title: Senior Achievement Coach

 

Responsible to:
Delivery Manager
Responsible for: Achievement Coaches, Tutors and Administrators 
Operational Area: Devon and Cornwall
Location: Plymouth and surrounding area
Date: October 2021
Job Background
The Senor Achievement Coach will work as part of the Devon & Cornwall team, leading a small team in Plymouth to deliver inspiring and innovative support to NEET – (Not in Education, Employment or Training) Young People through the Building Better Opportunities, Empowering Enterprise project, funded through the European Social Fund and National Lottery Community Fund. 
Our Senior Achievement Coach will lead their small team to work flexibly to support NEET (Not in education, employment, or Training) Young People, aged 18-24 years, to work on confidence, gain skills, build self-esteem and develop motivation. Each young person works with the achievement coach to develop the skills they need to face the challenges in their life and move on. For some that means starting to look for work or finding employment, for others it is reconnecting with education or training. This exciting project also allows us to provide holistic support to help our participants get back on track. As our Senor Achievement Coach you will also help facilitate young people’s development of life skills through sessions such as healthy eating, money management, fitness, team building activities, and social action projects in their local community. 
The Senior Achievement Coach will support colleagues to ensure targets are met by implementing best practice and working together as a team to best meet the needs of our participants. 
Engaging Young People onto the project is key to the success of the project, and the Senior Achievement Coach will be responsible for working closely with key stakeholders to enable a successful pipeline of referrals to join the project.  
The Senior Achievement Coach will manage a caseload of young people, working together with their team of Coaches and Tutors to deliver meaningful information, advice and guidance, alongside personal development sessions and small group activities whilst maintaining accurate records of participants learning and achievements in accordance with funders procedures. 
KEY AREAS: MAIN DUTIES
· To effectively lead and manage a small team of achievement coaches, tutors, and administrator. 

· To engage participants onto the programme through the creation of a successful referral pathway.
· Maintain positive and effective relationships with partners, employers, and key stakeholders. 
· To work with participants to provide an innovative programme of support that provides personal, social and educational development that will enable people to access or remain in education, training or employment. 
· To deliver motivational and inspirational sessions that lead to positive behaviour change in people whilst providing access to a range of activities to meet the aspirations of the participants.
· Evaluate and monitor clients’ achievements in line with the contractually agreed reporting guidelines and requirements. 
· Provide a package of wrap-around personalised support tailored to meet our participants needs: including joint delivery with partners, in-house provision of learning, group activities enabling peer support, and/or supported referral to specialist providers geared towards sustaining people in training provision and employment. 
· To engage and work with local employers, working together with the participants to build the skills needed to support the local labour market requirements. When needed to support local employers with their recruitment processes. 
· To manage the project administrator to accurately complete administration of client and funders paperwork to meet internal and external requirements.
· To ensure team compliance with Groundwork South policies in relation to health and safety, equal opportunities, and working with volunteers and young people.

KEY AREA:  PEOPLE MANAGEMENT 
· Provide support and direction to members of staff to ensure they understand their roles so as to facilitate the achievement of the Trusts’ objectives.
· Provide proactive performance management of staff via the Trusts’ processes.
· Participate in the Groundwork Performance Management and Appraisal process, and agree short, medium- and long-term goals with line manager, and direct line staff. 
· Provide assistance in the recruitment of staff and volunteers where required.
KEY AREA:  VOLUNTEER MANAGEMENT 
· Identify, develop and recruit volunteers in accordance with Trust procedures, where appropriate.
· Provide support, direction and training to volunteers.

KEY AREA: SAFEGUARDING CHILDREN & ADULTS AT RISK  
Groundwork South is committed to safeguarding a promoting the welfare of children and adults at risk.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on safeguarding children and adults at risk. Primary responsibilities are:
· To adhere to the Safeguarding Policy and Procedures.
· To adhere to the Safer Recruitment Policy & Procedure.
· To report any safeguarding incidents or concerns immediately to your Designated Safeguarding Officer or Lead Designated Safeguarding Officer.
· To complete any Safeguarding Awareness training as required by Groundwork South
· If required for your post, undertake an enhanced DBS check and maintain annual membership through the update service.

KEY AREA:  QUALITY 

· Focuses on customer satisfaction and delivers a quality service to the agreed standards
KEY AREA: HEALTH & SAFETY
Groundwork South is committed to ensuring the health, safety and welfare of its employees and it will, so far as is reasonably practicable, establish procedures and systems necessary to implement this commitment and to comply with its statutory obligations on health and safety.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on health and safety. Primary responsibilities are:

· To report all Health & Safety occurrences including potential hazards to line manager
· Carry out risk assessments for all activities we provide. In line with Groundwork policies.
· To comply with Groundwork South Health & Safety Policy and Regulations

· To carry out routine checks on vehicles, equipment and machinery and report any defects to line manager

· Use, store and maintain tools and equipment in line with Health and Safety best practice

ADDITIONAL RESPONSIBILITIES 
· Adheres to all the policies and procedures of the organisation

· Commits to Continual Professional Development and undertake any training and development deemed necessary to fulfil criteria of post

· Any other duties commensurate with the level of the post.

GROUNDWORK SOUTH VALUES 
All employees of Groundwork South are required to understand and contribute to the organisation’s values. Groundwork South is committed to transforming people’s lives and places through social, economic and environmental action.  In terms of development and delivery of these projects we work across three business themes, Communities & Landscape Design Services, Youth, Employment & Skills and Environmental Services and we successfully deliver these projects by adopting a clear set of values:
· Passion

· Commitment

· Empathy

· Professionalism

· Innovation 

	Factor
	Criteria
	Essential
	Desirable

	Knowledge
	A clear working knowledge of working with NEET participants to support them back into Education, Employment or Training. 
	X
	

	
	PTLLS qualification (or higher), or a level 3 or 4 NVQ qualification in Information, Advice and Guidance, or equivalent
	
	X

	
	Relevant degree, vocational qualifications or equivalent years of experience in Youth Work
	
	x

	
	Knowledge of current issues affecting young people. 
	X
	

	Experience
	Proven track record of managing staff including proven ability to build, motivate and lead high performing teams
	X
	

	
	Three years of experience of working with Young People with complex needs. 
	X
	

	Competencies
	Ability to provide support, advice and guidance in a range of settings to participants with various needs
	X
	

	
	Ability to form effective relationships with participants from a wide range of backgrounds, especially those affected by issues such as poor living environment, low incomes, exclusions from education and those with challenging patterns of behaviour.
	X
	

	
	Ability to plan and manage a complex work programme, prioritise tasks and deliver results on time and within budget.
	       X
	

	
	Ability to develop participants, broadening horizons and supporting participants to take advantage of opportunities whilst overcoming barriers.
	       X
	

	
	Ability to work as part of a team in a target driven environment
	X
	

	
	Ability to undertake individual assessments and design action plans in collaboration with participants and to undertake delivery of personalized learning.
	X
	

	
	Ability to use MS office Word, Excel, Internet and Email
	X
	

	
	Ability to keep accurate records including client development logs and the completion of funders’ and awarding bodies’ paperwork
	X
	

	
	Ability to communicate and negotiate in a clear and encouraging manner
	X
	

	
	Demonstrate a commitment to and understanding of safeguarding and promoting the welfare of children and adults at risk
	X
	

	Additional Requirements 
	Willingness to be flexible in work patterns and to fulfil occasional evening and weekend duties 
	X
	

	
	Ability to demonstrate an understanding and commitment to equal opportunities in practice. 
	X
	


TERMS AND CONDITIONS
	Salary
	FTE £26,000 - £27,000 per annum 

	Contract:
	Fixed term until March 2023

	Hours of work:




	Your normal hours of work are 37.5 hours each week excluding a daily lunch break and travel to and from the main place of work.  Part time requests will also be considered for this post.  

	Place of work
	Your normal place of work will be based at Hamoaze House, Plymouth, PL1 4JQ. You will be required to travel on Groundwork’s business to carry out your duties at other locations as may be required for the proper performance of your duties. 

	Holidays:
	25 days per annum plus English Bank Holidays. A pro rata entitlement is calculated for part time workers in each holiday year (which runs from the 1st January to 31st December).

	Pension
	Groundwork will comply with the employer pension duties in respect of the worker in accordance with Part 1 of the Pensions Act 2008 in relation to the Groundwork Pension Scheme, or such other registered pension scheme as has been set up by Groundwork. Participation in such schemes is subject to satisfying certain eligibility criteria and the rules of such scheme as amended from time to time.

	TOIL
	TOIL – Time Off In Lieu - Although there is no overtime paid by the Trust; the Trust has a Time Off In Lieu system in place. TOIL is normally time spent at weekend and evening events/meetings or extra work as requested by your line manager.

	DBS Pre-Employment Check
	This post will be subject to an enhanced with barred lists check.

	References:
	Employment to this post will be subject to receiving two satisfactory references.  We reserve the right to approach any previous employers quoted to obtain a reference if deemed necessary.

	Proof of Eligibility of right to work in the UK
	Evidence must be provided to comply with the Immigration, Asylum and Nationality Act 2006

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/338399/An_employers_guide-28-07-14.pdf
 

	Training:
	Undertake any training and development deemed necessary for the pursuance of the post, as identified through the induction and supported through our appraisal process. 


The above job description is a guide to the work you may be required to undertake but does not form part of your contract.  The above job description is a guide to the tasks you may be required to undertake and may change from time to time to reflect changing assignments.

I have read and agree that this job description and person specification accurately defines the role.

Signed …………………………………………………………………………

Printed ……………………………………………………………………….

Date …………………………………………………………………………..

