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JOB DESCRIPTION


Post Title:  		Supported Internship Lead

Pay Band:  		L1 (Points 25 - 31)  

Line Manager:  	Head of Inclusion


JOB PURPOSE
	
a) [bookmark: _Hlk514085415]To co-ordinate the delivery of the ASDA Supported Internship programme for young people with SEND, based at ASDA Kendal, supporting learners to develop the skills, confidence and experience required to progress into sustained paid employment.
b) To identify, coordinate and facilitate the support required for learners to successfully develop employability skills and progress into sustainable employment.
c) [bookmark: _Hlk514085433]To deliver an employability curriculum to supported interns and relevant others whilst embedding Maths and English. Employ job coaching skills to support young people’s development towards employability where it has maximum impact for students.
d) [bookmark: _Hlk514085464]To seek appropriate employment consistent with the student’s interests and skills and to work with local business and industry to meet their employment needs.
e) To determine and refer young people on the programme to appropriate support services for training and successful employment.
f) To work closely with and support onsite job coaches reletad to the role. 
           


SPECIFIC DUTIES


TEACHING AND LEARNING – Develop skills and provide internship sites for students resulting in sustainable and productive employment.

a) Teach employability skills such as communication, problem solving, teamwork, grooming, budgeting and self-advocacy.

b) Identify internship sites within the host businesses so that students can participate in a variety   of work experiences to build marketable, competitive skills and leading to employment.

c) Lead the recruitment, advice, guidance, transition, induction and ongoing coordination of the ASDA Supported Internship programme, working closely with internal teams, ASDA colleagues and external partners. Contribute to the development of pre-supported internship pathways where appropriate.

d) Develop opportunities that will increase job specific skills, work quality and productivity.

e) Plan with students, families, and support services to determine career interests, specific job preferences (hours, location, etc.), skills and abilities to develop an individualised approach to employment. 

f) Attend learner reviews and multi-agency meetings where appropriate, contributing to support planning, progression planning and successful transition into employment.

g) Perform specific workplace analysis, job analysis, task analysis, and job matching activities for students and applicants 

h) Provide a generic design for reasonable adjustments needed in the workplace, to be implemented across the whole host business. (eg signs on filing cabinets, pictorial instruction manuals)

i) Identify and create solutions for behavioural habits that may interfere with gaining and maintaining employment 

j) Monitor and record daily attendance at work sites; teach students to inform departments independently of their absence or lateness

k) Maintain student learning plans, setting appropriate long-term goals and short-term targets with students based on participation, skill development, attitude, etc. Review ILPs regularly and record progress. 

l) Assess students on a daily/weekly basis and layer on additional skills.

m) Coordinate internal rotation opportunities within the host business and resulting reasonable adjustments, and necessary job support for students.

n) Coordinate job trainer/coach activities.

o) Coordinate travel training (when appropriate) on public transport or teach students to be able to access private transport independently

p) Develop Personal Profiles with each student to include evidencing of skills attained, letter of recommendations from internship sites, etc.

q) Develop links with other agencies to ensure effective transition from college to work or from current placement to successful community employment.

r) Develop job development training plan with consumers and appropriate support personnel.

s) Refer students to appropriate agencies for further support related to successful employment.

t) Advise on the policy and practice landscape relating to supported internship provision and provide relevant information to maintain funding eligibility for the students who are enrolled.


COMMUNICATION – Communicate with all appropriate parties

a) Attend appropriate Project SEARCH team meetings and faculty meetings.

b) Lead meetings with the appropriate partners. 

c) Plan and implement employment planning meetings for each student participant with appropriate parties including adult services representatives and parent/career/keyworker.

d) Communicate about internship rotations with other Project SEARCH team members.

e) Schedule, plan and implement communication with parents and other parties.

f) Schedule, plan and implement Open Houses to publicise the program and recruit potential students, in liaison with other college staff.

g) Coordinate with job coaches student internship sites and competitive employment.

h) Communicate regularly with business liaison, job coach and job developer for student progress and issues and coordinate the operational meetings on site to discuss.



            ADMINISTRATION

a) ensure that learners are inducted and enrolled and their progress is properly recorded.

b) details of attendance, punctuality and absence are accurately recorded in college registers.

c) student information is correctly established including learning aims, achievement and changes to learner information including learner withdraw, transfer and programme completion.

d) Collect data on student outcomes including jobs gained, wages, hours worked per weeks, benefits taken, etc, in line with college systems and Project SEARCH requirements. 

e) Organise the agenda with the Business Liaison lead for the steering group meetings and produce minutes/action notes for the meeting.



 	SPECIAL CONDITIONS

Your principal place of work will be ASDA Kendal. However, you may be required to work at Kendal College or other appropriate locations in line with the requirements of the role..  However, you may be required to work on either a temporary or an indefinite basis at any premises within reasonable daily travelling which the College currently has or may subsequently acquire or at any premises at which it may from time to time provide services.



GENERAL DUTIES

· Work flexibly, driven by student need, to meet College requirements including working in other departments as directed by your line manager.  
· Comply with all College policies and procedures.  
· Ensure the quality standards and performance measures applying to your area of work are met and facilitate continuous improvements in all aspects of the post.
· Maintain a safe environment by working within Health & Safety guidelines and being aware of your responsibilities for health and safety.
· Value diversity and promote equal opportunities.
· Comply with agreed dress code and the College’s Policies and Procedures appropriate to the job role and the tasks to be completed.
· Participate in Performance Management and Professional Development activities as required. Undertake further training as needed to ensure up to date knowledge and implementation of best practice.
· All Kendal College employees are expected to act as ambassadors for the College and promote the organisation and its services positively.
· Undertake any other duties and tasks appropriate to the grade and character of work as may reasonably be required, such as supporting Open Evenings and Guidance sessions.


The details contained in this job description reflect the content of the job at the date the job description was prepared.  However, over time, the nature of individual jobs inevitably change; existing duties may be lost and other duties gained without changing the general character of the duties or the level of responsibility entailed.  Consequently, the College will expect to revise this job description from time to time and will consult with the job holder in so doing.


[image: Logo image - Kendal College creating bright futures.

]
PERSON SPECIFICATION   Supported Internship Lead

All Kendal College employees are expected to embrace College values by:-
· Seeing learners as our priority and by promoting the welfare of children, young people and vulnerable adults
· Embracing equal opportunities and respecting diversity in every aspect of working with students, colleagues, visitors and other College stakeholders
· Striving for continuous improvement

	
Attributes
	
Essential Criteria
	
Desirable Criteria

	Qualifications
	· Educated to Level 3 (A level or equivalent)
· GCSE Maths and English (A to C) or equivalent
· IT qualification or proven competence 
· PGCE/Cert Ed

	· QTLS (Qualified Teaching and Learning Specialist) qualification 
· A Safeguarding Qualification at Level 2

	Experience
	· Experience of working with 16+ year old learners
· Significant experience of working with learners with Special Educational Needs and Disabilities (SEND).
· Experience of providing job coaching and employability skills to young people
· Experience of supporting young people with SEND to develop independence and employability skills.

	· Experience of working within vocational area relevant to Post 16 provision.
· Experience of working with external agencies and stakeholders



	Knowledge and Skills
	· Ability to develop and maintain effective relationships with learners that promote learning.
· A good working knowledge of safeguarding and adhere to the college policies and procedures. 
· Able to demonstrate the ability to coordinate projects with autonomy 
· Able to maintain positive and productive working relationships with colleagues and external agencies
· Knowledge of the SEND Code of Practice and inclusive practice within further education and employment settings.
· Knowledge of assistive technology to promote learning
· Ability to communicate effectively with learners and demonstrate awareness of ways to structure and present information and ideas clearly and effectively to support learning
· Ability to provide support that builds on the learner’s experience, learning preferences and levels of independence and encourages learners to work independently where possible
· Ability to document learner progress effectively 
· Ability to use technology such as Microsoft 365 

	



Applicants will not normally be considered unless they meet the Essential requirements for the post
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