Job Description

(This is a description of the job as it is as present constituted.  It may be necessary, from time to time, to update job descriptions to ensure that they relate to the job as then being performed.  Therefore, management reserve the right to make changes to your job description, commensurate with your grade/level in the organisation, after consultation with you).
	Post Title
	Industry Placement Officer (Childcare)

	Post Reference
	0027-26

	Reports to
	Curriculum Manager

	Department
	Education, Children and Families

	Grade
	SP18

	Contract
	Term time only, Permanent

	Location
	Bede Campus



ROLE PURPOSE
	· Arranging appropriate placements for 16-19-year-old study programme learners in line 
with awarding organisation stipulations. 
· Carrying out visits to employers’ premises in order to monitor student attendance  
and progress
· Carrying out assessments, particularly regarding competency on students within childcare placements as a requirement of the awarding body specification

· Monitor and manage learner progress through liaising with students, staff and the curriculum manager 
· Expanding the number of placement opportunities. 
· Communicating effectively with all stakeholders. 
· Completing health and safety risk assessments on placement settings.



KEY ACCOUNTABILITIES 
	· Work closely with Industry to source high quality work placements to satisfy the Curriculum plan student numbers 
· Liaising with students, staff and placement supervisors to outline awarding organisation requirements for placements and arrange observational visits Arranging meetings both in college and placement to discuss placement with individual students.
· Carrying out assessments on students in placement as a requirement of the awarding organisation and completing required documentation for External Quality Assurance.
· Work alongside Curriculum Managers, Personal Development Tutors and students to appropriately match career pathways / student timetabling and geographic area with placement opportunities. 
· Design and facilitate an application / interview process where required by the employer to generate employment skills and add ‘worth’ to the placements 
· Maintain and enhance employer relationships and curriculum support with the facilitation of employer events. 
· Ensure all placements have public liability insurance and are aware of the college requirements re. supervision and Health and Safety.
· Coordinate communication with employers and students pre / during / post placement 
· Ensure parental permission for industry/work placement and occupational health clearance has been recorded. 
· Maintain student records re DBS and references following application through central admissions (if required) Ensure students are visited in line with awarding organisation and funding body expectations.
· Maintain college internal systems including the tracking of student hours on ProMonitor, Grofar and the college CRM system allowing for monitoring and tracking of student performance. 
· To attend staff meetings with the curriculum team and cross college placement staff.
· To attend meetings with EQA’s if required.
· To participate in appropriate internal and external Professional Development activities.
· To undertake examination invigilation duties as and when required. 
· To carry out such duties as may be reasonable decided from time-to-time by senior management
· Some face to face delivery with students developing skills and knowledge required for the sector




GENERAL RESPONSIBILITES
	General Responsibilities
· Undertake all mandatory training required e.g. PREVENT, safeguarding, EDIB, cyber etc.
· Follow all college policies and procedures.
· Undertake additional duties commensurate with the role and be flexible to work across college sites as required.
· Take responsibility for your own professional growth, ensuring your knowledge, skills and competencies remain current and aligned to role requirements.
· Operate strictly within the college’s financial regulations, procurement rules and delegated authority limits. 
· Safeguard the college reputation by ensuring all internal and external comms are compliant with policies and fully respect intellectual property and copyright legislation.



Cyber security
· Adhere to the college's IT policies, complete mandatory training on time, protect data and systems integrity, and report any suspected (or actual) security incidents, including phishing, data breaches or unusual activities.

Safeguarding and PREVENT
· Take responsibility for safeguarding, PREVENT, and promoting the welfare of children and vulnerable adults.
· Maintain a safe college and learning environment and manage risks through appropriate assessments.

Health & Safety
· Prioritise the safety of yourself and others. Reporting accidents or near misses in line with college procedures.
· Maintain a safe college and learning environment and manage risks through appropriate assessments.

Inclusion
· Uphold British Values and foster a respectful, inclusive environment where everyone feels valued
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Dual Level Values Framework: Placement Officer
 
Valued Behaviours: We’re not only interested in what you can do, but also how you do it. We have an expectation that employees will carry out their role in a way that reflects our values through their behaviours. We’ll be looking for evidence of these behaviours throughout the recruitment and selection process. 

[bookmark: _Hlk221525495] 
	Values  
 
	The actions we take, the choices we make 
	The actions I take, the choices I make 

	COURAGE 
	We boldly approach the future with confidence and energy. 
	· Speak up, even when it’s difficult, in a way that supports others and our college values. 
· Promote a no blame culture and respectfully challenge people to get the best results. 
·  Look after my own wellbeing by listening to how I’m feeling and reach out for help when I need it. 

	AUTHENTICITY 
	We are who we say we are, we do what we say we will do. 
	· Communicate openly, transparently and with integrity. 
· Take responsibility, recognise when something isn’t working or goes wrong, and learn from it. 
· Encourage change when I think something could be more fair or inclusive. 
· Know when there is room for me to grow and improve, and work to build my skills and abilities. 

	RESPECT 
	We nurture a community where everyone is welcome and belongs. 
	· Recognise and value people’s differences when working collectively and collaboratively. 
· See the person first, actively listen, and communicate thoughtfully. 
· Create a safe space for people to share their individual experiences if they want to. 
·  Learn from those with different perspectives and experiences to my own. 

	EXCELLENCE 
	We strive for excellence at the heart of everything we do. 
	· Strive for excellence, challenging myself and others to deliver continuous improvement. 
·  Show energy and drive to pursue new opportunities and challenge the status quo.  
·  Contribute to creative ideas and action and collaborate to make a positive impact.  
· Celebrate those who constantly live our values.   


 
 
 
 
	Global Skill 
	Behaviour  

	Resilience & Adaptability: 
 
	· Comfortably adapts to change, learns from challenges, remains effective across different environments. 

	Creative & Critical Thinking: 
 
 
	· Consistently evaluating ideas using evidence and logic can generate creative solutions to common problems. 

	Technological Literacy: 
 
	· Confidently selects and uses appropriate digital tools to research, create and communicate information effectively. 

	Leadership & Social Influence: 
	· Takes initiative, motivates peers, and adapts communication to influence outcomes positively in diverse contexts. 

	Environmental Stewardship: 
 
	· Actively engages in sustainable practices, advocates for responsible behaviour, and evaluates environmental impacts in daily decisions. 

	Cultural Competence: 
	· Supports others to speak openly and feel valued for who they are. 







	PERSON SPECIFICATION –Placement Officer Post Reference: 
	ASSESSMENT METHOD

	
	Essential
	Desirable
	
	Certificate
	Application Documents
	Reference
	Selection Process

	Qualifications
	
	

	Appropriate Vocational/Specialist qualifications
	
	
	
	
	
	
	

	Driving Licence and access to own Vehicle
	· 
	
	
	
	
	
	

	Assessor and Verifier qualification 
	
	· 
	
	
	
	
	

	Educated to degree level or equivalent
	
	
	
	
	
	
	

	Level 2 English and Maths qualification 
	
	
	
	
	
	
	

	Teaching qualification (PCE, CTLLS, DTLLS, PCET, PGCE)
	
	
	
	
	
	
	

	QCF Level 3 certificate in assessing vocational achievement
	
	
	
	
	
	
	

	Experience
	
	
	
	
	
	
	

	Occupationally competent (must have industrial experience which totals at least 2 years.) 
	
	
	
	
	
	
	

	Recent experience of assessment within placements
	
	
	
	
	
	
	

	Skills and Understanding
	
	
	
	
	
	
	

	Demonstrate experience of work placement assessment.
	
	
	
	
	
	
	

	Proven track record of successfully relating to learners and employers.
	
	
	
	
	
	
	

	Good understanding of student work placements.
	
	
	
	
	
	
	

	Good interpersonal and liaison skills.
	
	
	
	
	
	
	

	Good communication skills with a variety of levels.
	
	
	
	
	
	
	

	Knowledge of placement assessments and competency ICT skills
	
	
	
	
	
	
	

	Personal Attributes
	
	
	
	
	
	
	

	Suitable to work with children and young people
	
	
	
	Criminal records check via DBS
	
	
	

	Excellent team working skills
	
	
	
	
	
	
	

	Well organised and effective time management
	
	
	
	
	
	
	

	To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
	
	
	
	
	
	
	

	To uphold British Values, the college values and responsibilities with regard to equality and diversity.
	
	
	
	
	
	
	

	To understand and adhere to college Health and Safety policies and guidelines ensuring compliance with statutory legislation. 
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