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JOB DESCRIPTION 

	Job Title:
	Work Coach

	Current Grade: 
	

	Department
	

	Division:
	Support

	Reports to (Job Title only):
	Apprenticeship Manager

	Date Form Created:
	March 2026



	1. Main Purpose of the Job: 

	
The Work Coach will provide personalised 1 to 1 support to learners enrolled on the No One Left Behind employability programme, helping candidates develop confidence, motivation, and the skills needed to progress into sustained employment. This role will combine learner support within the college environment with hands on guidance during work placements. The Work Coach will also work closely with employers, partners, and referral agencies to ensure a high-quality experience for all candidates.
________________________________________



	2. Main Duties: 

	
Learner Support
· Provide tailored 1 to 1 coaching to support learners' engagement, motivation, and progression.
· Help candidates overcome barriers to learning and employment, including confidence building, routine setting, and preparation for work.
· Support learners in developing employability skills, such as communication, teamwork, and workplace behaviour.
· Monitor learner progress and maintain accurate records, action plans, and feedback.
Work Placement Support
· Source, organise, and coordinate suitable work placements aligned with learners’ interests and abilities.
· Act as the main point of contact for learners while on placement, providing guidance and support in resolving any issues.
· Conduct regular workplace visits to ensure a positive and supportive experience.
· Prepare learners for placement, including induction, expectations, and workplace etiquette.

Employer Engagement
· Build and maintain strong relationships with local employers to create sustainable placement and employment opportunities.
· Provide employers with support and advice to help them host learners effectively.
· Promote the programme to employers and showcase the benefits of involvement.
Partnership & Referral Management
· Develop relationships with local agencies, community and third sector organisations, and partner services to generate candidate referrals.
· Represent and promote the programme at events, meetings, and engagement activities.
· Ensure clear communication and collaboration with external stakeholders.
General Duties
· Contribute to programme development and continuous improvement by collecting and reporting candidate and employer feedback.
· Uphold safeguarding, equality, and data protection standards at all times.
· Participate in team meetings, training, and professional development.




	3. Position in Organisation 

	
No direct reports




	4. Dimensions and Limits of Authority: 

	
To be directly responsible for providing informed, timely and accurate reporting to Line Manager/ Head of Student Recruitment candidate progress and KPI achievements. 

No procurement requirement.




	5. Key Contacts/Communication: 

	External
Employers, local agencies, community organisations.
Internal
Centre staff, student support team, lecturing staff and curriculum leads.




	6. Qualifications, Knowledge and Experience: 

	
Essential
Experience working with jobseekers, learners, or individuals facing barriers to employment.
Strong motivational and interpersonal skills, with the ability to inspire and encourage progress.
Proven ability to build relationships with employers and community partners.
Excellent communication, organisation, and problem‑solving skills.
Empathy, patience, and resilience when working with individuals who may have been unemployed for some time.
Competence in using IT and online learning technologies such as Brightspace and MS Teams.
Driving License - Must be able to travel and work in a range of Argyll-based rural locations, as required

Desirable
Experience within further education, employability programmes, or community support settings.
Knowledge of local labour market needs and regional employer networks.






	7. Working Environment / Sensory and Physical Demands

	
Working Environment

· The role is primarily office-based within a busy Further Education college environment, with regular travel to other college sites and third-party locations.  Occasional hybrid working arrangements may be available, subject to operational requirements.
· The working environment is dynamic and people-focused, involving frequent interaction with staff, managers and external partners.
· The role may involve periods of increased workload and time pressures, particularly during periods of peak student recruitment activity, or statutory reporting cycles.
· Some flexibility in working hours/location is required to attend events and meetings.
Sensory Demands
· Regular use of display screen equipment (DSE) for extended periods, including reading and producing reports, email, and data analysis.
· Frequent verbal communication in meetings, consultations, and discussions, sometimes involving sensitive or complex issues requiring sustained concentration and emotional resilience.
· The environment may include background noise of an education setting, such as open offices and shared spaces.
Physical Demands
· General office-based physical demands, including sitting for extended periods.
· Driving a college vehicle is an essential part of the role.
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