
JOB DESCRIPTION 
	Post Title:
	Healthcare Centre Work placement Co-ordinator

	Post Reference:
	

	Department:
	CHECA

	Responsible to:
	Curriculum Manager 


		
	Overall, Purpose of the Role :
(Summarise the key responsibilities to achieve the overall purpose of the role and attach the organisational chart appropriate to the area)

	Working in partnership with the Curriculum Manager and Healthcare Technician to build strong work placement relationships to ensure a robust quality experience for the assessment of the Clinical Skills that form the Next Generation HNC Healthcare Award.

Ensuring learner assessment, progress and achievement are delivered in line with Award Body’s expectations and robust Quality Assurance processes are in place to support the department and college requirements. 

Work closely with the SIS teams for registration, certification and framework systems and timelines.



	Key Responsibilities
(Detail the key responsibilities and activities to ensure the overall purpose of the role is achieved)

	

1. Source, secure and maintain high-quality work placement opportunities with employers and partner organisations to support curriculum delivery and learner progression.

2. Develop and maintain effective relationships with employers, placement providers, NHS partners, community organisations and internal curriculum teams to ensure sufficient and appropriate placement opportunities are available for learners.

3. Act as the primary point of contact for all matters relating to learner healthcare work placements, providing guidance, support and advice to learners, placement providers and college staff.

4. Match learners to appropriate placement settings, taking account of programme requirements, learner needs, placement capacity and professional standards.


5. Ensure all pre-placement requirements are completed, including induction activities, placement preparation, mandatory training, risk assessments, disclosure requirements and health and safety documentation.

6. Conduct learner placement assessments through regular workplace visits, observations and professional discussions to evaluate learner progress, professional behaviours, practical skills and achievement of agreed assessment learning outcomes.

7. Support learners to gather, record and present evidence of placement achievement, including reflective accounts, professional discussions, portfolios, placement logs and achievement records.

8. Monitor learner attendance, placement hours, progress and wellbeing throughout placement periods, taking appropriate action where concerns are identified.

9. Provide timely feedback, coaching and developmental support to learners to enhance professional practice, employability skills and progression opportunities.

10. Liaise regularly with workplace supervisors, mentors and placement providers to review learner performance, identify support needs and ensure a positive placement experience.

11. Maintain accurate and up-to-date learner records, placement documentation, progress reports and assessment evidence in line with College quality assurance and awarding body requirements.

12. Produce accurate data returns and management information relating to placement activity, learner achievement, employer engagement and progression outcomes.

13. Ensure placement assessment and verification processes comply with College quality frameworks, professional standards and external quality assurance requirements.

14. Work collaboratively with the curriculum manager, lecturers and technician to ensure effective communication and successful integration of workplace learning into programme delivery.

15. Maintain up-to-date knowledge of sector developments, professional requirements, placement standards and relevant legislation affecting work-based learning.

16. Support curriculum teams to reflect current industry practice, workforce requirements and employer expectations as part of their delivery

17. Promote equality, diversity, inclusion and safeguarding throughout all placement activity, ensuring learners are supported appropriately within their placement environment.

18. Identify and manage placement-related risks, escalating issues appropriately and implementing remedial actions to support successful learner outcomes.

19. Undertake any other duties commensurate with the grade and responsibilities of the post as directed by the line manager.






	Key Contacts/ Relationships 
(Detail the internal and external contacts and relationships 

External contacts include: National and local employers, awarding and accreditation bodies and suppliers.

Internal contacts include: Business Development, Customer Services, Campus Services, Heads of School, Curriculum Managers, Technician and teaching staff.




 





		


PERSON SPECIFICATION 
POST : Healthcare Work Placement Coordinator 
	CRITERIA
	ESSENTIAL
	METHOD OF ASSESSMENT 
	DESIRABLE
	METHOD OF ASSESSMENT

	Education & Qualifications
	
Educated to SCQF level 8 or above
	
Application form / Interview

	
	Application form

	Experience
	Comprehensive knowledge of Healthcare Practice Clinical skills assessment requirement.
Comprehensive knowledge of HNC Healthcare Practice assessment processes.
Comprehensive knowledge of Qualifications Scotland Awarding Body assessment regulations.
Comprehensive knowledge of Qualification Scotland’s Awarding Body Quality Assurance Policies
Proven ability to develop and adapt learning materials to meet the needs of learners and industry standards
Familiarity with the standards and requirements of relevant awarding bodies and experience in applying these standards in assessments.
Familiarity with quality assurance processes for maintaining compliance with educational standards and external verification requirements.
Experience in liaising and building relationships with industry stakeholders, employers, and external partners.
Experience working within multidisciplinary teams, contributing to learning development and planning

	
Application form / Interview

	
Demonstrable experience in conducting assessments and evaluations within a vocational (Healthcare) or educational setting

Experience in mentoring or coaching individuals, particularly in a Healthcare setting.
Proven track record of supporting learners through the completion of qualifications or training programmes.

Experience in acting as an internal verifier or similar role to ensure the quality and integrity of educational assessments and outcomes.
	
Application form / Interview

	Skills/ Attributes

	
Ability to clearly articulate instructions, feedback, and concepts to learners, employers, and colleagues.
Proficiency in both written and oral English
Proficient in the use of digital communications methods including email and teams.
Capability to analyse learners performance.
Strong organisational skills to manage student caseload and maintain detailed records.
Excellent interpersonal skills to build rapport with learners and understand their educational needs.
Flexibility to adapt workplace assessment methods to different learners and environments.
Ability to proactively identify and solve problems using own initiative.
Ability to work collaboratively within a team, contributing positively to team dynamics and shared goals.
A commitment to continuous professional learning and staying updated with industry standards and educational practices.
Willingness to engage in professional development opportunities to enhance personal skills and educational methods.
Empathy to understand the diverse backgrounds and challenges faced by learners.
Cultural sensitivity to inclusively address the needs of a diverse learner population.
	
Interview
	
Evidence of active participation in professional development activities relevant to vocational education and training.

Evidence of regular engagement with industry networks and professional groups to stay updated on sector developments and best practices.

Experience in mentoring or coaching, providing supportive and constructive feedback to foster learner development.

Leadership skills to guide and motivate learners and to take initiative to support curriculum development.

	

	Any Other Relevant Criteria

	
The role necessitates frequent and extensive travel therefore a valid driving license is required.

	
Interview
	
	



Generic Information to all Roles 
The responsibilities described within the job description are not intended as exclusive or exhaustive.  They are to highlight the major tasks and duties of the role, and the post holder may be required to undertake other duties that are consistent with the overall purpose of role.  

It is expected that every job description will be subject to an annual review or after six months of appointment.  In addition, posts may be reviewed where there is a business need.  

It is expected that postholders will understand the policies and procedures within Fife College, particularly where those relate to equality and diversity, health and safety and safeguarding.  

Every member of staff is expected to be a role model to others within the College and those they encounter in the course of their duties upholding the College’s values.
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