







Job Description and Employee Specification [Job Coach- Project Search]  
Education & Families



	Service: 

	Education & Families 

	Division:
	 Employability Supported Employment


	Job Title:
	Job Coach


	Responsible to:
	Supported Employment Coordinator 


	Grade
	NLC7


	Job Evaluation Reference:

	C809

	Conditions of Service
	SJC


	Date of last review:
	


	Job Outline

The Job Coach reports directly to Supported Employment Co-ordinator and is responsible for supporting disabled people and those facing challenging barriers to gain transferable skills and obtain and sustain employment in workplaces across Lanarkshire.


	Main Duties and Responsibilities

Generic Duties:

1. Contribute to the effective service delivery of Education and Families Employability Service and represent the service as required maintaining good working relationships with stakeholders .  
2.	Comply with the Employees’ Code of Conduct, demonstrating the ethical standards expected of officials in public service and promote a positive and enthusiastic culture based on partnership and team working.  

3.	Develop skills and experience by participating in the PRD process and attend training courses as required.  Where responsible for employees, ensure their participation in the PRD process and create opportunities for learning and development.

4.	Ensure that information under your control is collated, processed, held and securely destroyed in accordance with the council’s Data Protection policy and legislative requirements. 

5.	Comply with best practice in the field of adult and child protection through compliance with organisational policy and procedure and national standards and through promotion of the adult and child protection agenda.  

6.	Actively promote equality and diversity to ensure all employees of the council are treated fairly and services of the council are accessible to all people in North Lanarkshire.  

7.	Respond to emergency situations within Education and Families as required. 

8.	Undertake such duties and responsibilities as may be required in terms of the Health and Safety Acts and related legislation, e.g. Health and Safety at Work Act, 1974.  

9.	Undertake such delegated duties as may be required by the Council chief Officer of Education and Families  

Specific Tasks: 

1. To undertake vocational profiling with/for individuals following the 5 stage supported employment model.

2. Co-ordinates job coaching and other job details with all team members  
Plans and delivers the Project SEARCH curriculum.

3. To monitor individuals within the workplace offering on-going support and training when necessary 

4. Develops placements (includes task lists and job analysis)

5. Works with host business departments to match students to placements.

6. Teach tasks to students and ensures they gain competitive skills 

7. Partners with the managers / mentors to support students’ progress and solve any challenges. 

8. Works with the departments to ensure students reaches the goal of competitive employment 

9. To maintain established records and information systems and produce reports and information which may be required by line manager in accordance with service policy and procedures.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.






	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING

	
	
	

	· SVQ3/HNC  in a relevant discipline 

	X
	
	Verification/Application Form/Interview

	WORK EXPERIENCE
	
	
	

	·  Experience of training / employability environment.
· Experience of working with people with disabilities or care experienced young people.
· Experience in a supported employment setting
·  Hospitality /Catering experience 
	X

X






X
	






X

	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	
· Ability to work with people with a range of disabilities and demonstrate commitment to equality, equity and opportunity
· Report writing skills
· Negotiation skills in relation to developing job opportunities with employers.
· Ability to work as a member of a team within a training kitchen / café and in partnership with other stakeholders.
·  Knowledge of Microsoft Office
· Ability to maintain a high degree of confidentiality regarding all aspects of work.
· Good organisational skills.
· Ability to meet deadlines/targets.
· Knowledge of welfare benefit entitlement and related issues
· Knowledge of local labour market in Lanarkshire and surrounding areas
	
X




X
X




X




X

X



X
X


	

























X



X


	Application Form/Interview

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Flexible & adaptable.
· Able to relate to members of staff and public.
· Self motivated
· Enthusiastic
	X
X

X
X
	
	Interview

	
	
	
	

	OTHER
	
	
	

	· Ability to travel throughout North Lanarkshire and surrounding areas
· Satisfactory PVG scheme membership (Protected Adults & Child) (application will be processed by the Council for successful candidates and must be attained prior to commencing employment)
	X


X
	
	Application Form/Interview
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