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Job Description & Person Specification

Senior  Job Coach 


	Job Description

	Job Title:
	 Senior Job Coach

	Pay Grade / Scale / Range:
	NJC SO1 – points 23-25

Please refer to advert for actual salary


	Benefits & Perks:
	Term time TOIL, Occupational Pension Scheme; Health Benefit Scheme, Occupational Sick pay


	Working hours:
	
36 hrs 40 mins per week, Term Time only (195 days)

You must be available to work other non-contracted hours as designated by senior leaders.  This will be paid or accrue TOIL.


	Location:
	Based at Heywood Academy.  You may be required to work at any site of the New Bridge Group

	Special circumstances:
	Some out-of-hours working required at busy times.  

	Staff responsible to:
	Head of School

	Staff responsible for:
	None

	Accountable to:
	Executive Head

	Probationary period:
	26 weeks for new staff to the organisation





Job Coach

	Purpose of the post
To support young people on employment placements. To liaise with external parties to ensure the smooth running of placements and work to generate new opportunities with employers throughout the Greater Manchester area. To deliver sessions to young people to undertake agreed learning activities linked to the employability curriculum and personal learning strategies.




	Key Tasks – Support for Young people
1. Establish rapport and respectful, trusting relationships with young people, acting as a role model and setting high expectations.
2. Support young people from Key Stage 3 to Key Stage 5 (primarily Key Stage 5) in developing the skills needed to reach their full potential and live as independently as possible through the acquisition of work-related and employability skills.
3. Supervise and support young people to undertake agreed learning activities and work placement opportunities linked to the employability curriculum and personal learning strategies across the relevant key stages.
4. Adjust activities according to young people responses and needs, particularly taking into account their EHCP and how their needs may vary daily.
5. Ensure safety, welfare and personal care are attended to with dignity, empathy and respect. Young people may require assistance accessing different areas of the host site. Following appropriate training, administer first aid in line with New Bridge Group procedures.
6. Promote self-esteem, independence and aspiration among young people.
7. Assess, supervise, assist and support young people to access learning activities and job placements through in-depth knowledge of the curriculum and how young people learn.
8. The role may include supporting and implementing young people’s personal programmes relating to social, health, physical, hygiene and welfare needs, alongside appropriate communication methods.
9. Make effective use of ICT in learning activities and support young people to develop competence and independence in its use.
10. Provide clear and constructive feedback to young people on their progress and achievements.
11. Source and develop appropriate work placements by forming and maintaining positive relationships with local employers, creating meaningful opportunities for young people to gain workplace experience.
12. Carry out risk assessments of potential work placements to ensure suitability, safety and accessibility for individual young people.
13. Liaise with project leads and department heads within host sites to ensure a wide and appropriate range of placements is available.
14. Work closely with the leadership team to ensure the school’s commitment to achieving and maintaining the Gatsby Benchmarks, and support the ongoing development of the careers offer at Heywood Academy and Aspirations.
15. Work closely with our careers provider, positive steps, to support young people to achieve their aspirational destinations. 
16. To integrate the New Bridge Group destinations matrix through assessment and review to ensure young people are working towards aspirational destinations. 
17. Perform job analysis, task analysis and job matching to support successful placements for young people and employers.
18. Provide individualised support to young people during placements, educational visits and transition activities.
19. Communicate effectively with teachers, heads of department, job coaches, employers, co-workers, families and external agencies.
20. Work collaboratively to resolve any issues relating to training, placements or employment.
21. Monitor and record daily attendance at host sites and update school reporting systems accurately.
22. Support young people with travel training where appropriate to promote independence.

Key Tasks - Gatsby Benchmark Implementation
1. The Job Coach will contribute to the delivery and monitoring of the updated Gatsby Benchmarks from September 2026, including but not limited to:
Benchmark 1 – A Stable Careers Programme
2. Contribute to a planned and embedded careers programme across the school or college.
3. Support evaluation and continuous improvement of careers provision.
Benchmark 2 – Learning from Career and Labour Market Information
4. Use current labour market information to support informed career decisions.
5. Signpost young people, families and staff to relevant careers and employment information.
Benchmark 3 – Addressing the Needs of Each Young Person
6. Ensure careers support is personalised and inclusive.
7. Support young people through tailored interventions.
Benchmark 4 – Linking Curriculum Learning to Careers
8. Work collaboratively with subject staff to connect curriculum learning to real-life careers and employment pathways.
Benchmark 5 – Encounters with Employers and Employees
9. Organise and facilitate meaningful encounters with employers, employees and industry professionals.
Benchmark 6 – Experiences of Workplaces
10. Coordinate meaningful workplace experiences including work experience, supported internships and enterprise activities.
11. Ensure young people gain first-hand experience of different workplaces.
Benchmark 7 – Encounters with Further and Higher Education
12. Support encounters with colleges, universities, apprenticeship providers and training organisations.
13. Promote awareness of technical, vocational and academic pathways.
Benchmark 8 – Personal Guidance
14. Work alongside qualified careers advisers and contribute to individual guidance and progression planning.

Key Tasks – Supporting Teaching and Learning
1. Assist in developing and maintaining a strong link between Heywood Academy/Aspirations and young people’s homes, including home visits and attendance at multi-agency meetings and annual reviews.
2. Support parents in young people learning and contribute to meetings, providing constructive feedback on progress, achievement and challenges.
3. Deliver learning activities linked to work related skill development, adapting to individual learning styles and needs.
4. Deliver and assess the BTEC Work Skills qualification and/or equivalent qualifications to support with preparation for adulthood.
5. Provide accurate feedback and reports on young people achievement and progress, ensuring evidence of learning is recorded systematically.
6. Organise and manage appropriate learning environments and resources.
7. Provide and share information for young people progression targets and annual reviews.
8. Contribute to setting and monitoring of young people’s targets.
9. Complete Educational Visit (EV) forms on Evolve including risk assessments where required.
10. Deliver employability skills sessions including CV writing, interview preparation, communication, teamwork and workplace behaviour.
11. Assist young people to understand local labour market information (LMI), progression routes and future employment opportunities.
12. Work alongside families, carers and multi-agency professionals to support successful transitions.

General Tasks – Supporting the Organisation
1. Promote positive values, attitudes and behaviour, managing challenging situations effectively in line with New Bridge Group policies (e.g. Team Teach).
2. Develop constructive relationships with external agencies and professionals to support young people achievement and contribute to multi-agency approaches.
3. Transport young people were required to access curriculum opportunities.
4. Deliver and support out-of-school learning activities.
5. Contribute to identifying opportunities that extend and reinforce school-based learning.
6. Provide cover for lessons or placements during short-term staff absence, maintaining engagement and behaviour standards.

Other Duties
1. Promote inclusion, equality and diversity across all work.
2. Uphold the values and ethos of the New Bridge Group.
3. Follow all policies, procedures and codes of practice, including safeguarding, health and safety, data protection and anti-bullying.
4. Take a proactive role in minimising risks and maintaining a safe and secure environment.




	



	Responsible to:

	Head of School


	Responsible for:

	None



	Special Conditions:

An enhanced Disclosure and Barring Service (DBS) check is required for this post 




	
	DATE
	NAME
	POST TITLE

	PREPARED

	September 2017
	SSH
	HR Manager

	REVIEWED

	June 2026
	Emma McManus and Lousie Needham
	Head of School and Curriculum Director 






PERSON SPECIFICATION

PLEASE NOTE: The Selection panel will use the criteria below (those emboldened) to shortlist. Only those applicants who demonstrate that they meet those criteria (to the panel’s satisfaction) will be invited to interview.
                	
	
	Selection Criteria
Essential
	Selection Criteria
Desirable
	How Assessed

	
Education & Qualifications
	
Literacy and Numeracy skills equivalent to Level 2 / GCSE grade 4 maths / English.

Relevant qualification in careers guidance, youth work, education, coaching or employability support, or willingness to work towards one.


	




	
AF / I







	
Experience
	
Extensive experience of supporting young people with learning activities on a 1:1 basis or small groups

Experience and proven track record of working with external parties including families/carers to solve issues

Some experience of delivering sessions to young people with additional needs.

Experience of producing detailed assessments and analysis of young people’ behaviour

Experience of successfully implementing interventions in supporting social, emotional and behavioural needs

Experience of preparing/contributing to  learning resources to support learning programmes

Experience of effectively using ICT and other technology and resolving straightforward problems in their operation

Experience working with young people in education, training or employment settings.

Experience supporting employability or careers programmes
	

	

AF / I


AF / I



AF / I



AF/I





AF/I




AF / I

	
Skills & Abilities
	
Able to use own transport to drive to various locations within the Rochdale/ Greater Manchester area.

Understanding of local labour market trends

Experience delivering employer engagement activities

Knowledge of supported internships and inclusive employment

Interpersonal skills to build effective working relationships with young people and colleagues

Communication skills to liaise sensitively and effectively with parents and carers

Creative skills to contribute to and adapt learning activities relating to the National Curriculum and other learning objectives  

To promote a positive ethos and good role model

Team-work skills to work collaboratively with colleagues, understanding classroom roles and responsibilities and your own position within these

To continually improve own practice/knowledge through self-evaluation and learning from others

To have a full driving licence, use of a vehicle insured with business use 

	
	
AF / I



AF / I



AF / I




AF/I



AF / I




AF/I




	
Knowledge
	
Knowledge of relevant policies/codes of practice/ and awareness of relevant legislation regarding SEND and the  responsibilities of the role within these for promoting young people’ welfare

Knowledge of national curriculum and other relevant learning programmes/strategies

Understanding of the principles of child development and learning processes

Understanding of equal opportunities and inclusion and how it applies in a school setting

Understanding of how safeguarding and confidentiality are important when working with children and young people

	
	
AF / I






AF / I





AF / I



AF / I




AF/I



	
Work circumstances

	
To work flexibly as the workload and needs of the young people demand

To travel and work at other site within the New Bridge Group as may be required

Occasional out of hours working to support functions

	
	
I


I



I



Abbreviations: AF = Application Form; I = Interview.

Any candidate with a disability who meets the essential criteria will be invited to interview
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