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INFORMATION SHEET

POST TITLE:

CORE GATEWAY FACILITATOR & JOB COACH 

REF NO:


01118/12

RATE OF PAY:

Band 4, £17,163 - £21,519 per annum 
LOCATION:


Strand Road Campus
CRITERIA

Applicants must have at least:
Essential
1 2 GCE Advanced Level Grades A-C or equivalent Level 3 qualifications;


OR

2 two years’ relevant* experience;

and

3 Level 2 Award in Supporting Adults and Young People in Essential Skills 

(City & Guilds 9300) or equivalent eg. Level 2 Certificate in Adult Learner Support Literacy & Numeracy.
*relevant defined as experience working as a mentor or trainer or job coach
If, as a direct result of a disability you can not fully meet the essential experience requirement of the criteria for this post the College will waive this requirement.

Applicants should note that the above criteria are the minimum requirements only and may be enhanced at the discretion of the short-listing panel.

Under the provision of the Safeguarding Vulnerable Groups (NI) Order 2007 this post is deemed to be a regulated position.

The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

COMPLETED APPLICATION FORMS TO BE RETURNED NOT LATER THAN NOON ON FRIDAY 17 FEBRUARY 2012

NORTH WEST REGIONAL COLLEGE

JOB DESCRIPTION

POST TITLE:

CORE GATEWAY FACILITATOR & JOB COACH
RESPONSIBLE TO:
Principal and Chief Executive
REPORTING TO:
Head of School – Craft Services through the Training Manager - Steps to Work (StW)
LOCATION:
The postholder may be required to work at any of the College’s buildings as necessary.

PURPOSE OF THE


To facilitate the delivery of the Core Gateway programme and 

  JOB:


act as Job Coach for Core Gateway and other StW participants. 

____________________________________________________________________________ 

The Postholder will:

1 Deliver and facilitate the assessment of all components of the Core Gateway programme including induction, personal assessment, interview techniques, employability skills, CV building etc;
2 Deliver the Jobsearch programme to Steps to Work participants;
3 Develop Personal Plans Towards Employment for all participants and periodically review progress as per programme guidelines against targets to motivate participants to ensure progression and achievement;
4 Provide mentoring support to participants;
5 Ensure that all participants are enrolled on TMS, MIS systems and coordinate timesheets, enrolment data, registers etc. for all participants; 

6 Provide a weekly report to management on performance against targets; 

7 Develop innovative partnerships with internal and external stakeholders to support the delivery of the programme and yield new business opportunities;
8 Undertake all necessary aspects of programme administration to ensure the efficiency and effectiveness of the programmes and manage all documentation associated with the programme;
9 Liaise with management staff, as required, to set up programmes to ensure effective delivery and progression to Step 2 provision; 

10 Communicate effectively with agencies including Jobs and Benefit Offices and DEL and employers in relation to the development of opportunities for the participants;
11 Act as a point of contact for enquiries in relation to College training and employment programmes taking ownership of all customer issues/queries to expedite a prompt resolution;
12 Stimulate and support participants to take advantage of employment opportunities identified;
13 Assist participants in the transition from unemployment to employment; concentrating on identifying and removing barriers to employment;
14 Work effectively with College marketing functions and other support services in the College to promote training programmes and other events to develop new business;
15 Provide hospitality to Core Gateway participants where required;
16 Assist the Training Manager in the development and implementation of improvements to the Core Gateway process;
17 Attend and contribute to internal meetings with the StW staff;
18 Deputise for the Training Manager as and when required;
19 Comply with and actively promote College policies and procedures on all aspects of equality;
20 Undertake any other duties as required by the College’s Principal and Chief Executive or persons carrying his delegated authority.

The list of duties is not exhaustive.  The postholder will be expected to undertake other relevant duties in order to meet any changing operational requirements.
PERSONNEL SPECIFICATION

CRITERIA

Essential:
Applicants must have at least:
1 2 GCE Advanced Level Grades A-C or equivalent Level 3 qualifications;


OR

2
two years’ relevant* experience;
and

3
Level 2 Award in Supporting Adults and Young People in Essential Skills 

(City & Guilds 9300) or equivalent eg. Level 2 Certificate in Adult Learner Support Literacy & Numeracy.

*relevant defined as experience working as a mentor or trainer or job coach
If, as a direct result of a disability, you can not fully meet the essential experience requirement of the criteria for this post the College will waive this requirement.

KNOWLEDGE

Essential:
Training Requirements
SPECIAL APTITUDES
Essential:
Communication/Interpersonal Skills

Organisational/Time Management Skills

IT Skills

Teamworking Skills

Multi-tasking Skills  
In addition to assessing the applicant’s ability to perform the duties of the post the interview will explore issues relating to safeguarding and promoting the welfare of children, young people and vulnerable adults.

Applicants should note that the above criteria are the minimum requirements only and may be enhanced at the discretion of the short-listing panel.

Applicants should include on their application ALL the information they wish to have considered, as information not on the application form cannot be taken into account.  Please note that the application form should be completed in full.  Applicants are advised to address each point in the personnel specification and job description.
ATTACHED CVS WILL NOT BE CONSIDERED

TERMS AND CONDITIONS

Terms and conditions of employment are those as laid down by the 

Non-Teaching Negotiating Committee for Further Education in Northern Ireland and will include locally agreed terms and conditions.

Salary Scale

Band 4, Scale Column Point 18, £17,163 rising by annual increments to Point 25, £21,519 
per annum.
Hours of Work

The hours of work will not normally be less than 36 per week.  The hours of duty which may be on any of the College sites will be such as laid down to meet the needs of the College and may include periods of duty after, as well as before 5.00 pm on any Monday to Friday.

Annual Leave Entitlement

Entitlement to annual leave is 21 days in a full holiday year in addition to 12 public and extra statutory holidays.  Entitlement to leave in the first year of employment is pro-rata to the number of months completed.

Pension Scheme

There is an Occupational Pension Scheme relating to employment with the College i.e. the Local Government Pension Scheme (Northern Ireland).  However if you have a contract of less than 3 months or you are employed in a casual nature you will be ineligible to join the scheme.

Other Employment

No other employment should be entered into during the period of employment with the North West Regional College.  No employment by or in the service of another person or body should be undertaken except with express approval of the Principal and Chief Executive.
____________________________________________________________________________
CANVASSING AND REFEREES

Canvassing directly or indirectly will lead to disqualification.  

The North West Regional College as a public authority is committed to the promotion of Equality of Opportunity in accordance with the Northern Ireland Act 1998 Section 75.

Under the provision of the Safeguarding Vulnerable Groups (NI) Order 2007 this post is deemed to be a regulated position.

The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.
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