
                                                                                                 
 

JOB TITLE:    Job Coach 

SALARY:   £NMW - 18,505.50 pro rata  

HOURS:  30hrs per week  

JOB LOCATION:  Kirkby & outreach throughout Merseyside and Wirral 

  

Activate are seeking to appoint a Job Coach. The Job Coach will be responsible for working with 

employers/work placement providers to develop an appropriate job role for students. The Job Coach 

will have experience of working with students with learning difficulties, disabilities and complex 

needs. 

We are looking for a driven and motivated individual to support young people to achieve their full 

potential and who would like to be part of a growing organisation.   

The successful candidate will have ideally attained Information, Advice & Guidance Level 2 and have 

preferably experience of working in one of following environments: recruitment, careers advisory, 

student support or marketing.  

You should be dynamic and flexible, with high standards of literacy and numeracy. You will be 

committed to working with young people who have learning difficulties and/or physical disabilities.  

Knowledge of the working with external organisations, especially OFSTED. Own car essential for this 

job role. 

Activate specialise in working with individuals aged 19-25 years with learning difficulties and/or 

disabilities. We are a high quality specialist provider of further education programmes in Knowsley 

and Wirral. 

Our further education programmes for 19-25 year olds with learning difficulties and or disabilities 

are entirely person centred.  We offer a personalised curriculum for each student on program. 

 Our aim as an organisation is to provide ground breaking education programmes which help young 

people with disabilities to develop skills in order to build confidence, develop employment skills and 

encourage independence within the local community.   

Due to the nature of work the above post is exempt from the provisions of the Rehabilitation of 

Offenders Act and appointment will only be confirmed if a satisfactory Enhanced Disclosure is 

obtained from the Disclosure & Barring Service (DBS).  

 

We are committed to safeguarding and promoting the welfare of young people and expects all staff 

to share this commitment. 

 

Application Form, Diversity Monitoring Form and Privacy Notice can be downloaded from 
http://www.activateces.org.uk/contact-vacancies.php.  Please return completed application 

to jobs@activateces.org.uk before closing date of 10/07/2020. 

 

 

 

 

 

http://www.activateces.org.uk/contact-vacancies.php
mailto:jobs@activateces.org.uk


                                                                                                 
 

Job Description 

 

JOB TITLE:    Job Coach 

SALARY:   NMW – 18,505.50 (depending on qualifications and experience) 

HOURS:  4 days per week (days to be confirmed) – 52 weeks  

JOB LOCATION:  Kirkby & outreach throughout Merseyside and Wirral 

 
 
Main purpose of this job 

 
As a job coach you will work closely with the students (and carers), careers team, transition officer, 
tutors, employers and relevant agencies to secure progression onto supported employment and 
voluntary work for our leavers. Your role will span the final year of the young person’s course to 6 
months after they finish their course in order to ensure that this positive outcome is sustained.  

 

Summary of duties and responsibilities: 
 

1. To offer high quality, personalised support for learners with disabilities which enables learners 

to seek, access and retain employment experiences with the long-term view of accessing paid 

employment and /or increased independence. 

  

2. To develop and nurture employability skills of learners, knowledge of themselves, expectations, 

needs and areas for development in relation to the world of work. Prepare learners emotionally 

and socially for work and assist them to be socially included at work with advice, social training 

strategies or by engaging natural supports. Action planning, target setting and monitoring.  

 

3. To signpost learners and their families to gain accessible information including better-off 

calculations to learners to enable them to make informed decisions and choices related to work 

related activities. 

 

 

4. Liaise with employer supervisors to ensure quality and success of placements. Where needed, 

conduct a task analysis to break key work routines down into the sequence of steps and actions 

as performed in the workplace to support learners to learn the job.  

 

5. Feedback information to employer supervisors which may enhance the quality of the student’s 

learning experience and help them to reach their potential.  

 

6. Signpost learners in preparing their curriculum vitae in a format that is accessible to them, 

prepare for interviews/working interviews  

 

7. Identify specific support strategies or technologies that may be required to facilitate the 

employment experience for learners.  

 

 

8. Committed to a culture of continuous improvement and ensuring that own contribution to the 

role and the College is of the highest standard.  

 

9. Represent the College positively and effectively in dealings with external parties.  

 

10. Take responsibility for own continuing professional development as agreed in the appraisal 

process.  



                                                                                                 
 

11. Responsible for taking all appropriate measures to safeguard young people and promote their 

welfare.  

 

 

12. Collect relevant information and feedback data on successful, independent achievement of 

tasks to identify when a learner is not making progress and deliver options for performance 

improvement.  

 

 

13. Liaise closely with key staff to ensure that the employability process is planned and effectively 

linked to ILP targets.  

 

14. Be responsible for recording information within Employability workbooks and support learners 

in planning future career progression.  

 

15. Provide feedback to employability team regarding individual student’s progress, issues or 

effective support strategies.  

 

16. Attend and contribute to learner IAG’s and Annual Reviews and formal Transition process.  

 

17. Monitor and review progress of employability experiences and targets on an on-going basis, 

updating and maintaining school pod as appropriate.   

 

18. Be responsible for developing and maintaining skills and knowledge to competently perform 

own role through research and training as identified during the appraisal process.  

 

19. Comply with College policies and procedures.  

 

20. Carry out any other reasonable duties as requested by your line manager.  

 

This job description is not an exhaustive list of duties and responsibilities and is subject to change in 

accordance with the needs of the service. The post holder will be required to undertake other 

activities related to achieving the organisations objectives, as determined by the Manager. This job 

description may be reviewed when necessary in line with the development of the organisation. 

 

All staff must be flexible to attend open days/open evenings and some occasional weekends at 

various times throughout the year in addition to their ‘normal’ working hours.  

 

Own car essential for this job role. 
 

 

 

 

 

 

Person Specification  

Job Title: Job Coach 



                                                                                                 
 Selection Criteria                                                                                           Essential/      Method of 
A = Application Form  I = Interview                                                                Desirable      Candidate 
                                                                                                                                          Assessment       
Experience 

1. Working with and supporting learners with disabilities and SEN  Essential A,I 

2. Working in an educational establishment Desirable A,I 

3. Industry knowledge and experience Desirable A,I 

4. Working with a variety of employers Desirable A,I 
Educational/Vocational Qualifications 

1. Level 2 numeracy and literacy Desirable A,I 

2. Appropriate academic or vocational qualification equivalent to an 
NVQ 2 Advice and Guidance     

Essential A,I 

Skills 

1. An ability to develop positive working relationships with 
individuals at all levels (internal and external) to promote the 
College 

Essential A,I 

2. Highly developed communication (written and verbal skills), 
presentation, external liaison and networking skills  

Essential A,I 

3. Good organisational and time management skills Essential A,I 

4. A systematic approach to work with excellent problem solving 
skills 

Essential A,I 

5. Good IT skills including Microsoft Office and knowledge of using 
a MIS database  

Desirable A,I 

6. Possess a valid driving licence  Essential A,I 

7. Have access to own vehicle Essential A,I 
Approach 

1. A positive and proactive attitude Essential A,I 

2. A strong commitment to student success  Essential A,I 

3. A commitment to excellence Essential A,I 

4. Ability and determination to promote equality and diversity 
throughout all aspects of College life, including employment. 

Essential A,I 

5. Able to clearly demonstrate understanding of safeguarding 
responsibilities and a commitment to promoting the welfare of 
students. 

Essential I 

 

 

 

 

 

 

 

 


