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Job Description

Prince’s Trust Team Leader
Title of Post:

Prince’s Trust Team Leader
Section:

Foundation Studies
Reporting to:

Section Manager - Foundation
Grade:


Scale SO1
Hours:
36 hours per week (52 weeks per annum)
Location:

Hayes/Offsite

BACKGROUND INFORMATION 
Normal working hours for this post are between 9.00am and 5.15pm, and the Team Leader will have contact with the students from 9.30am – 4.30pm. 

The Programme runs for 12 weeks, 3 times per year. The second week is an off-site Residential experience (TBC). The Team Leader will accompany the students on the Residential (if confirmed) from Monday until Friday, although will not run the outdoor activities, but will run in-fill and evening activities. Supporting the young people and building relationships is central to the week and provides an excellent foundation for the rest of the course.

Young people who are recruited to the programme usually have significant barriers to learning including challenging and/or offending behaviour, learning disabilities or difficult personal circumstances. They will often have little or no prior educational attainment. The programme aims to re-engage them and enable them to move back into mainstream education or better equip them for employment.

Team Programme is very structured and the Team will spend significant amounts of time in the community, working on the Community Project and in work placements.  

The Team Leader and Assistant Team Leader are expected to support the students in collecting their evidence for their portfolios, through taking photographs, producing leaflets, and completing their portfolios.
MAIN SCOPE OF POST

To provide young people with the opportunity to break the cycle of deprivation and disadvantage they may be experiencing by providing one to one support, recruitment, retention and enabling young people to obtain full-time employment, education or further training.

DUTIES:
1. Recruitment and marketing - The Team Leader will be responsible for marketing the programme and for the recruitment of the young people. You will be supported by the Princes Trust organisation and DPM.

2. Liaison with employers and employment services - The Team Leader will be responsible for liaising with Princes Trust, local statutory, community and other agencies to ensure that young people are aware of the programme, and establish pre and cost programme referral routes and partnerships. The Team Leader will be required to develop new, sustainable links while maintaining the existing partnership with current employers.

3. Personal skills development - The Team Leader will be responsible for developing the personal skills of the young people and improving their employability. This is achieved by challenging and guiding their attitudes and behaviour.

4. Placement and projects - The Team Leader will be required to identify suitable projects and placements for young people, which will contribute to the development and regeneration of the area. An understanding of the Health and Safety requirements, including Risk Assessment of all activities.

5. Residential work or Off-site activities – Organise and attend 3 residentials a year, one per team and to participate in the safe and efficient running. Analyse the Health and Safety requirements of the Residentials including the completion of Risk Assessments for the Residential and the activities taking place. 
6. Administration - To keep the necessary team records as required by both the College and Princes Trust. Assist the young people with CVs and to complete administration in accordance with our funding arrangements.

7. Support to young people - The Team Leader will be a key figure during each programme.  They are assisted by the Assistant Team Leader who will provide support over and above that available from the Team Leader to ensure that all young people are provided with the maximum opportunities to reach their full potential.

8. Graduate volunteer and mentoring - To carry out surveys, and monitor the young people after the completion of the programme.

9. Training for Team Leader - the Team Leader will undergo training run by the Princes Trust organisation.
10. Assess basic skills needs of the young people - Carry out assessments using a range of resources and arrange an action plan for basic skills support for the young people as required. Keep records of progress and carry out leaving assessment to show work done and progress of the young people. Assist in finding basic skills continuation support for those young people who require it.

11. Provide support for basic skills through the normal activities of the Team - Using the results of the initial assessment, provide basic skills support throughout the programme to those young people in need.

12.  Delivery of the Princes Trust Community Team Work and Employability Skills Qualification – Deliver the Princes Trust Qualification to a group with varying abilities from Entry to Level 2. 
13. Mentoring - To assist young people on the programme to overcome personal difficulties by providing support, guidance, leadership and a role model.
14. Portfolios – monitoring and marking in a timely manner, to awarding body and college standards.

15. Quality – complete in a timely manner all appropriate quality documents for the college and Princes Trust, such as Schemes of Work, start of Team sheets and any other documents as required.

16. Reporting – to report on a daily/weekly basis to DPM and Head of School.
GENERAL:
1.
To participate in enrolment duties and college open days.

2.
To take an active part in the appraisal and mentoring processes.

3. To communicate effectively as part of a team.


4.
To comply with all relevant Health & Safety Regulations and assist the College in the implementation of its own Health & Safety Policy.


5.
To comply with and actively promote the College’s Equal Opportunities Policy.


6.
To participate in and contribute to the College’s in-service and training activities.


7.
To carry out all other duties as may be reasonably required.

	Further Education is an ever changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.


Prince’s Trust Team Leader
Person Specification

	
	Essential
	Desirable
	How Assessed?*

	Qualifications
	
	
	

	· Good standard of education (minimum of Level 3) and/or youth work qualification 
	(
	
	AF/Cert

	· Teaching Qualification (e.g. Award in Education and Training)
	
	(
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· Experience of working with young people with challenging behaviour and Special Educational Needs
	(
	
	AF/IV

	· Awareness of and sensitivity towards the differing learning needs of young people
	(
	
	AF/IV

	· Experience of successfully engaging and motivating young people
	(
	
	AF/IV

	· Commitment to young peoples’ achievement
	(
	
	AF/IV

	· Experience of team-working and good team-building skills
	(
	
	AF/IV

	· Good organisational and planning skills
	(
	
	AF/IV

	· Experience of working with people from different backgrounds 
	(
	
	AF/IV

	· A strong commitment to Equality and Diversity
	(
	
	AF/IV

	· Understanding of the importance of Safeguarding in education
	(
	
	AF/IV

	· Experience of carrying out risk assessments
	
	(
	AF/IV

	· Experience in an informal education setting e.g. youth centre, PRU
	
	(
	AF/IV

	· Good communication skills, both verbal and written, including ability to write reports
	(
	
	AF/IV

	· Good standard of literacy and numeracy
	(
	
	AF/IV

	Personal Attributes
	
	
	

	· Enthusiasm for working with young people
	(
	
	AF/IV

	· Ability to work under pressure
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	· Ability to work unsupervised and use own initiative
	(
	
	AF/IV

	· Willingness and ability to supervise Residential weeks (Monday to Friday, three times per year)
	(
	
	AF/IV

	· Willingness to work flexibly 
	(
	
	AF/IV

	Competencies
Support staff should be able to demonstrate competency in the following areas:

Communication

Planning and Organising

Working Together 

Customer Services

Adaptability/Flexibility
	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form

IV = Interview

Cert = Certificates checked on induction
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