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Job Description – Team Leader – CXK Prince’s Trust Team Programme
	Job Title:– Team Leader – CXK Prince’s Trust 



Team Programme  
	Location: Kent wide

	Reports to Delivery & Partnership Manager 
	Salary: £21,543 to £24,915 per annum depending on experience


	Job Purpose:

· To engage and support learners, many of whom have not had positive experiences of education, by delivering development programmes that improve learner’s confidence and skills preparing them for their next steps.
· Take responsibility for planning sessions designed around the needs of our learners which encourage team work and improve communication and leadership skills.  Making sure young people take ownership of setting and achieving goals, supporting them to manage feelings.
· To work with young people developing their motivation and work-related skills making sure they move into employment, education, training, volunteering or onto an apprenticeship. 


	Main duties and responsibilities:
1. Responsible for the progress and achievement of learners in line with set targets and KPIs.
2. Establish and build positive working relationships with young people and their parents/carers in order to support them to achieve.

3. Leading social action/community projects giving young people the opportunity to make a positive difference to their local area. 
4. Engaging learners at a range of levels and supporting additional learning needs.  Selecting and adapting strategies to help learners learn. 

5. Managing learner behaviour and taking action to address attendance issues. 

6. Developing learners’ skills, enabling them to make progress relative to their starting point. 

7. Provide timely assessor feedback in sessions and through marked work so learners understand what they need to do to improve. Assess work against qualification criteria. 

8. Recruit NEET young people onto appropriate CXK provision to meet set targets.  Maintaining links with referral organisations and other agencies that work with and support young people. 

9. Take on the role of Development Programme Coordinator as and when required.  Using sales and networking skills to actively promote/market the programme across Kent. 
10. Interview new learners, undertake Initial Assessment and deliver induction sessions. 
11. Support young people through their programmes and beyond by contributing to the target setting process. Produce ILPs (Individual Learning Plans) and carry out regular reviews to help learners maintain their progress against these. 

12. Offer appropriate information, advice and guidance, and mentoring where needed, to young people that enables their personal, social and employability development. 

13. Retain young people on the programme, making sure they have access to what they need to maximise their potential.  Through support and guidance empower individuals to achieve positive outcomes and personal targets set.
14. Work with employers, colleges and other training providers to build links and create opportunities for our learners to gain experience and progress. 

15. Support young people into a positive destination (employment, education, training, volunteering or apprenticeships) and continue to track their progress after the programme.  Maintain a high progression rate demonstrating our impact. 

16. Be responsible for the health, safety and welfare of the young people we work with during all aspects of the programme, encouraging safe working practices and raising young people’s awareness of risk. Empowering vulnerable young people to make informed and positive choices in life.    

17. Ensure all relevant paperwork and records related to the provision and the learners on provision are completed to deadlines and in-line with the requirements of the contract being worked on. 

18. Contribute to the evaluation of the programmes taught and reflect on ways to improve delivery.  Set, work towards and review QIP (Quality Improvement Plan) actions.
19. Provide cover for sessions/other programmes, when appropriate.  
20. Line manage staff as designated, carrying out regular line management supervision supporting them in their role and managing performance. 
21. Take an active role in relation to own Personal and Continuous Professional Development including attending regular line manager reviews, appraisal and planning own training and development needs through the use of the CPD file and process.

22. Ensure that all policies and procedures that relate to employment and health and safety are read and understood.  Policies may be revised for time to time so it is your duty to ensure you regularly review policies and procedures. 

23. Undertake any other reasonable duties that may be required from time to time.  The duties may be changed and/or varied to meet changing circumstances at the discretion of Management
24. Due to the nature of work undertaken by CXK there is a requirement of all employees to work flexibly across the organisation to support teams and projects as required, including working out of hours and weekends where necessary, as well as attending residentials.
The CXK service offer and its co-ordination arrangements will be developing substantially in the short to medium term.  This will require all employees to work flexibly and creatively to contribute to the establishment of the service.  



All appointees will be subject to an enhanced DBS Check.

Signed by Employee: 

___________________________

Signed by Line Manager:
___________________________
Person Specification: Team Leader – CXK Prince’s Trust Team Programme
	
	Essential
	Desirable

	Qualifications and Training

	DET/PGCE (or equivalent) teaching qualification.
	
	X

	Relevant qualifications (to a minimum of Level 3) in teaching and learning, assessing, training, youth and/or community work or equivalent experience.  
	X
	

	Prince’s Trust Team Leader trained
	X
	

	Education to at least A level standard (or equivalent)
	X
	

	Maths and English GCSE grade C/4 or above (or equivalent)
	X
	

	First Aid qualification
	
	X

	Mental Health First Aid
	
	X

	A commitment to undertake all necessary training for the role
	X
	

	Knowledge and Experience

	Proven track record of successfully working towards targets and KPIs.
	X
	

	Experience of successfully planning, delivering and evaluating accredited provision for young people.
	X
	

	Experience of teaching and assessing with a proven track record for achieving qualification outcomes.
	X
	

	Proven experience in recruitment/sales and/or marketing.
	X
	

	Experience of successfully working with challenging young people from a diverse range of backgrounds.
	X
	

	Knowledge of local agencies and support organisations that could support CXK provision.
	X
	

	Experience of working with young people in a residential setting.
	X
	

	An understanding of the factors that affect young people lives and experience of supporting them to overcome barriers. 
	X
	

	Proven experience in carrying out administrative duties and meeting deadlines. 
	X
	

	Knowledge of the Ofsted Common Assessment Framework and FE Professional Standards. 
	
	X

	Experience of contributing to a team SAR and QIP to target continuous improvements making sure all learners are very well prepared for their next steps.
	X
	

	Experience of line managing staff.
	
	X

	Personal Skills and Attributes

	High level of organisational skills, efficient and results orientated with good time management.
	X
	

	Ability to work constructively as part of a team and independently.  Creative and driven.  Can display innovation. 
	X
	

	Ability to build effective and professional working relationships with young people as clients.  Confident and passionate about inspiring people. 
	X
	

	Ability to build effective and professional relationships with partner agencies and organisations.  Transparent and personable.
	X
	

	Ability to effectively reflect on and evaluate performance in light of feedback.  Resilient with a proactive positive outlook. 
	X
	

	Trustworthy and honest. Can be relied upon to work with integrity to support the wider team’s success. 
	X
	

	Excellent oral and written communication skills.
	X
	

	Effectively able to use of IT to include Word, Excel, PowerPoint, Outlook, internet and social networking sites.
	X
	

	Flexible and adaptable We require staff to work flexibly and travel across Kent is expected.   There is the expectation that staff may be seconded to other CXK / Partner programmes during the summer period.
	X
	

	Other 

	Ability to work evenings and weekends and attend residentials
	X
	

	Full, clean driving licence and use of a vehicle 
	X
	

	No criminal convictions that would affect the ability to work with children and young people.  All those successful will be subject to an enhanced DBS check.
	X
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