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Job description

Post 16 Routes to Employment Coordinator


	Department 
	Childrens Services

	Service 
	Post 16 Education Employment and Training (EET) Service

	Grade
	I

	Reports to
	Provider Relationships Manager

	Responsible for 
	Pathways to Work Advisers and Work Experience Officers

	Job reference
	JE5982



	Job Purpose 

	To champion and promote work‑based experiences and employment pathways as credible and sustainable options for all young people aged 16 and over. 

To support the Provider Relationships Manager by actively contributing to the development of the strategies for; increasing participation in learning for young people 16-18 (25 with EHCP) and reducing Not in Education, Employment or Training (NEET) including Positive Activities, work experience and work-related learning activities and apprenticeships and vocational pathways.

To develop the operational delivery plan of activities and interventions for a multi-disciplinary team of staff that enables young people to make positive, sustained progressions into appropriate post 16 education, employment or training.


	Context 

	The post is based in the Post 16 Education Employment and Training (EET) Service in the Partnerships, Inclusion and Practice Service of Norfolk Children’s Services. The
Post 16 EET team promotes the participation of all 16-18-year-old young people in
learning (25 years for SEND) so that young people are able to make positive, sustained
progressions into appropriate post 16 education, employment or training that equips
them for fulfilling adult lives and can flourish into economic independence.




	Accountabilities 

	To develop and oversee the countywide operational delivery plan for the Post 16 Routes to Employment team including agreeing work priorities and plans, ensuring that targets are met, monitoring and reporting progress/issues to the Provider Relationships Manager.


	Support the daily work of the Post 16 Routes to Employment team by providing peer mentoring to a multi-disciplinary team of colleagues.


	Champion education, employment and training for young people by acting as an effective advocate and working with internal colleagues and external stakeholders to enhance the profile and work of the Post 16 EET team.


	Promoting good practice and highlighting where action needs to be taken. Liaising with and reporting to the Provider Relationships Manager on aspects of quality assurance; both qualitative and quantitative. Identifying wider implications and opportunities to change.


	To negotiate and deliver a programme of face to face & online activities for young people to ensure operational team delivery targets are met.


	Analyse and collate information from a range of sources, helping to identify, analyse and interpret trends, providing reports in a variety of formats for senior managers to help identify resources and development priorities.


	Take a creative, solution focused approach, capitalising on successes by applying learning and translating into actions and sharing best practice with Post 16 EET managers where this is relevant.


	Review existing ways of working seeking to deliver process improvements, using available technology to support efficiencies.


	Safeguard and promote the welfare of children and young people or vulnerable adults that the postholder is responsible for or comes into contact with in the context of the role.




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	 Excellent time management and planning skills 
Good influencing and negotiation skills
Experience of analysis and evaluation of information/data 
Proven ability to manage personal time to deliver quality outcomes and goals

Strong inter-personal skills and able to adapt own communication style to suit a variety of situations, to a range of stakeholders, business and education partners

Excellent organisational skills

Understanding of safeguarding issues of children and young people

	ü

ü

ü

ü


ü



ü

ü

	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Able to analyse, interpret and report to a range of stakeholders in effective ways both in writing and orally 

Experience of designing and delivering interventions to support post 16 transitions

Proactive and positive attitude to taking challenges forward 

Proven ability to motivate others

Good understanding of the business world including the local skills and economic development landscape 
Good understanding of the 11-19 (25 for young people with EHCP) education and training system and curriculum at secondary level and its challenges and issues

Understanding of the national and local context for skills and apprenticeships

Commitment to support young peoples’16-18 choices and transitions

Able to manage competing priorities, propose solutions and deliver to deadlines.
 
Understanding and commitment to addressing equalities issues.

Direct experience of working with business, preferably related to apprenticeships, careers education, enterprise, work experience, work related learning 

Experience of designing and delivering interventions for young people which assist with effective post 16 transitions 


	ü


ü


ü

ü

ü


ü



ü


ü


ü


ü


ü



ü
	

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	Level 4 qualification or equivalent in a relevant discipline e.g. Learning and Development, Education, Youth Work or Careers Guidance or demonstrable experience and achievement in a related aspect of work

English and Maths at GCSE (grade C or above) 

	ü




ü
	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
The postholder will be expected to work flexibly.

The postholder will be required to travel to other work locations across the county, which are not always on public transport routes.

This role includes contact with young people. Someone suitable for this role will have to pass an Enhanced Disclosure and Barring Service check.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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