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Children & Young People’s Service
Hambleton & Richmondshire Pupil Referral Service
JOB DESCRIPTION

	POST:
	Vocational Pathways Administrative Co-ordinator (to include the role of Examinations Officer)

	GRADE:

	Band 9 (26-28) Term Time Only plus two weeks

	RESPONSIBLE TO:
	Assistant Headteacher KS4/School Business Manager

	STAFF MANAGED:
	Not applicable

	POST REF:
	44750
	JOB FAMILY:
	2

	DRAFT AT THIS STAGE:
	Not applicable

	JOB PURPOSE:
	The core focus of this job is to support work experience, college placement and alternative learning.  Assist pupils transfer to the world of education, training and employment.  The post holder will do this by working with external partners to develop a variety of work-based or alternative educational placements and introduce and support young people to successfully access them.  Support the work of the Centre examination process


	JOB CONTEXT:
	· To have commitment to shared values and the common purpose of developing a culture of interagency working; including statutory bodies, third and private sector organisations

· To ensure that strategic visions are translated into local plans in collaboration with professionals, partners and service users

· The post requires the post holder to work with young people with identified with behavioural, social and emotional difficulties
· DBS clearance is required for this post

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Management or Operational Issues


	· Introduce young people to college and work placements and monitor engagement
· Explain wide ranging learning opportunities for young people following NYBEP Guidance

· Achieve any performance criteria or targets related to the post arising from the Centre’s performance management arrangements

· Transport students to work experience venues in school mini-bus (approximately weekly)

· Co-ordinate volunteering activities for KS4 students and completed associated administrative tasks
· Co-ordinate service level agreements with external providers linked to NYCC standard terms and conditions
· Liaising with Curriculum Leaders, invigilators and learners (internal and external candidates)

· Make entries, draw up examination timetable and deal with queries

· Ensure special assessment arrangements are appropriately managed and implemented

· Prepare, organise and supervise examinations in accordance with the regulations laid down by examination boards

· Attend results days and deal with certificate issues and distribute relevant documentation to staff and learners

· Validate statistical data and check examination fees and charges

· Attend relevant examination board training

· Act as a point of sign off for the assessment and internal verification of programmes in a sector

	Communications 


	· Play an appropriate part in establishing constructive relationships and communicate with other agencies/professionals, in liaison with Key Tutors, to support achievement and progress of pupils

· Provide information, advice and guidance to pupils to support access to careers information and progression routes; produce in-house career action plans
· Use a range of methods to successfully effect/impact and collaborate with others to achieve objectives.

	Partnership or Corporate Working


	· Work in a team context – forging and sustaining relationships across agencies and respecting the contribution of others working with children, young people and families

	Skills Development or Performance Management
	· Participate in the service’s performance management scheme

· Participate in training and other learning activities and performance development as required.



	Safeguarding 
	· Know about relevant Government and local guidance, policies and procedures, and how they work in the wider workforce e.g. Prevent Strategy. 

· Adhere to data protection legislation 

· Be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with


	Systems and Information 

	· Manage systems relating to the placement of students in the workplace, college or training
· Be aware that different types of information exist (for example, confidential information, personal data and sensitive personal data), and appreciate the implications of those differences. 

· Share information appropriately – in writing, by telephone, electronically and in person. 

· Have an awareness and basic knowledge of the most recent legislation and the common law duty of confidentiality. 

· Ensure that information systems are in place to ensure that accurate electronic and manual records are maintained and updated as required  

	Strategy Development
	· Contribute to the service self-evaluation
· Contribute towards the preparation for inspection



	Service Specific Requirements
	· Fulfil all the requirements and duties set out in the current pay and conditions documents relating to the conditions of employment

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.


	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	October 2015


 PERSON SPECIFICATION

JOB TITLE: Vocational Pathways Administrative Lead (to include the role of Examinations Officer)  

	Essential upon appointment
	Desirable on appointment (if not attained, development may be provided for successful candidate)

	Knowledge
	

	· Computer literate
· Good written and verbal communication skills, able to communicate effectively with a range of agencies, staff, parents and pupils
· Education legislation relating to children and families, school admissions and exclusions; Children’s Act
· Recording, report writing and presentation skills

· Working knowledge of IT

· Substantial knowledge of office and admin systems 

· Knowledge of health & safety regulations & procedures

· Knowledge of school procedures
	· Knowledge and understanding of a Pupil Referral Service 

· Knowledge and understanding of students with behavioural, emotional and social difficulties


	Experience
	

	· Experience of working with young people and families
	· Experience of working within an educational environment
· Experience of multi-agency working to problem solve
· Experience of working with young people with behavioural, social and emotional difficulties

	Occupational Skills
	

	· Good interpersonal skills.
· Strong negotiation and mediation skills
· Coaching and mentoring skills
· Excellent ICT skills and ability to use the keyboard with speed, accuracy and precision 

· Organisational skills

· Confidentiality

· Work well in a team

· Problem solving skills

· Good time management skills and ability to organise own caseload

· High level of literacy and numeracy skills. 

· Ability to work independently and on own initiative

	

	Qualifications
	

	· Willingness to undertake NVQ Level 3 Information, Advice and Guidance qualification
· Willingness to undertake MIDAS training

· 
	· NVQ Level 3 Information, Advice and Guidance

· MIDAS approved driving certificate

	Other Requirements
	

	· Enhanced DBS clearance 
· Ability to travel across the County
· Flexible approach to working outside office hours when required

	


NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.
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