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APPLEBY TRUST
Job Coach with provision to provide externally verified qualifications 

JOB DESCRIPTION

Salary scale £20,048 - £23,676 (Cost of living rise to be applied)
Appleby Trust Ltd is a non-profit taking Company established to provide vocational training for Adults and young people with Disabilities.  The company has secured funding from the UKSPF to provide a journey to employment service incorporating community based work experience and externally verified qualifications.
JOB TITLE
Job coach with provision to provide externally verified qualifications
STATUS OF POST
Full time 37 hours
BASED AT
Armagh
RESPONSIBLE TO
Internal Verifier
REPORTING TO
Manager

FUNCTION
job coach will support Trainees in supported employment and in gaining externally verified qualifications
Service delivery

1) To promote the concept of adults with a disability being an asset to the workforce.

2) Ensure the project reflects the cultural and social diversity of the area of benefit and are developed in accordance with sound equal opportunities principles and practice.

3) To encompass the principle of empowerment for each individual participant.

4)  Where necessary facilitate participant’s integration into the workplace by delivering disability awareness training to the host business. 

5) Act as advocate for the participant with regard to terms and conditions of placement.
Supported employment

6) To promote the objectives of supported employment
7) To provide each participants with a thorough assessment of need and develop a target based action plan for progression towards an identified goal
8) To develop a barrier assessment plan to identify potential constraints on the participants journey
9) To identify an employment experience which will provide the participant with a progressive route towards employment
10) To provide the employer with disability specific awareness training as required
11) On Site training with the participant on all necessary work skills, monitor and record trainee progress.

12) Develop work opportunities for people with disabilities and build a network of contacts within the business community to facilitate this.

13) To further develop each individuals social and personal skills within the workplace. 
14) To develop job search techniques with participants to support further progression in their employment journey

15) To identify progression routes and develop a transition plan which supports the achievement of the participants  goal

Qualifications
16) Identify qualification needs with each participants which will assist them on their employment journey

17) Develop and produce a  qualification plan 
18) Based on assessment and prior information provide plan for support needs of participants

19) Provide the participant with appropriate learning material and support to gain the underpinning knowledge required for assessment

20) Adhere to  the guidelines of the awarding body on learning hours and the assessment of participants work

21) Follow guidance of Internal Verifier on the assessment of participant work

22) Engage in moderation meeting s with Internal Verifier

23) Moderate participant work and provide to Internal Verifier

24) Ensure that assessment evidence is robust, provide additional evidence as requested by Internal Verifier

25) Adhere to awarding body guidance on external moderation and attend moderation meetings as required
 Responsibilities

26)  Adhere to the policies and procedures of The Appleby Trust

27)  Be responsible for recording and maintaining detailed files on each trainee within the parameters of GDPR
28) Adhere to the paperwork requirements as set out by the company Manager 

29)  Assess each trainees' working skills and maintain and update training plans

30)  Complete detailed job analysis, and risk assessment of each individual trainee updated as new tasks are introduced

31)  Monitor, evaluate and review progress of the trainee, alert the company manager to any concerns about the trainees progress

32) Report in a written format each month to the company Manger on each participants training activities, 
33) Report  behavioural issues to the Company Manager
34)  Ensure each trainee has an annual review.

35) Alert the Safeguarding team  to any worries or concerns about the trainee that fall under adult at risk guidance or Child Protection
36) In the event of a safeguarding concern contact the social work team or gateway team
Other duties

37)  Publication and distribution of promotional material, and the organisation of promotional events.
38)  Represent the project at local, regional and national conferences/meetings as and when required.

39) To support other staff members as appropriate

40) To liaise with other professionals as appropriate
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