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Job Description 

Date last reviewed – April 2023

	Position:  
	Meed’s Jobs Club Lead (Employer and Community Engagement)

	Grade: 

	NJC Grade 7

	WSCC JDQ:
	SCHG72a

	Hours:

	35 hours per week
Term time plus two additional weeks. 

In some circumstances, these hours and days of work can be reduced / varied by agreement with the Headteacher and Governing Body, if the needs of the pupils and school can still be met.


	General Details:

	The details of your general duties are set out in this job description but actual duties will vary in accordance with the age and needs of the pupils, alumni and young people with disabilities. 

The days of work through the year are to be agreed with the Headteacher / Governing Body.

It is expected that you will adhere to professional standards and school policy and procedures at all times.


	Relationships:

	The post holder will have a direct or indirect accountability to the school governing body, Head Teacher and the Careers Leader as appropriate to their specialist role as a SEND Jobs Club Project Manager.

They will work with the Woodlands Meed Careers team and teaching team 

They will network, build  and maintain relationships with local businesses and transitional organisations 

The post holder will liaise, collaborate and work effectively with other West Sussex provisions who are also facilitating Meed’s Jobs Club programmes. 

You will also liaise with West Sussex County Council and The Meed’s SEND Alliance Lead


	Job Purpose:

	The Meed’s Jobs Club Lead will take lead responsibility and accountability for the planning and delivery of the Meed’s Jobs Club for the current and alumni students (up to 25 years old) and young adults with learning disabilities, in the local community. Facilitating an employment programme, which supports young persons with SEND into paid employment, education, training and volunteering roles. Providing participants with clear employment routes and relevant experiences. To raise the aspirations of students, their families/carers, staff teams and employers.

The role will involve the provision of supporting participants, with a disability helping them to develop employability skills, the skills to perform and learn a job role through accuracy, efficiency and safe working practice.   They may also assist helping the participant acclimatise to their new working environment, and in building their confidence and resilience.  



	This description is not exhaustive. It is intended to give a general outline of the current duties and responsibilities and will be reviewed periodically with your line manager.


	Tasks and Accountabilities:

Manage links with external organisations and businesses and an employer engagement schedule
Lead and develop employer and community engagement strategies, which result in sustained and engaging opportunities to develop student’s understanding and first steps into the world of work.  
Facilitate access to appropriate work placements for participants with disabilities and providing necessary student support to enable them to achieve sustainability of employment.

Collate and disseminate relevant and useful Local Market Information, such as careers fairs and college open days,  to the Woodlands Meed community
Coordinate Careers networking/employer engagement events schedule 

Alongside the marketing Lead, manage The Meed’s Job Club media presence. Taking ownership of the MJC LinkedIn account.
Promote and deliver the employer support and inclusive training for employer alongside MJC team
To chair Meed’s Jobs Club steering meetings with WM leadership, Careers Leader, Careers governors and relevant invited stakeholders once a term.

Maintain and develop a professional relationship with the DWP and other relevant employment agencies whom can support the progress of The MJC 

To lead the risk assessment processes for the work experience programme (training will be provided). 

To support pupils when engaging with employability opportunities that have been secured 
Contribute to the development of a business model that allows for expansion of the MJC in line with the Woodlands Meed strategy to develop a 19-24 provision 
Work with your colleagues to support members of the Woodlands Meed Alumni and SEND persons within the local community into employment routes 

Work with teaching team to identify students and alumni to participate in the programme
Work and collaborate with others schools who are also running the Meed’s Jobs Club programme 

Maintain systematic records about the progress and engagement the students are making in the programme using Compass +

Liaise with parents and families about the Meed’s Jobs Club and Parent Pledge 
Clearly communicate the Meed’s Job Club vision to the Woodlands Meed staff team 

Promote independence, social inclusion and drawing on community based support where ever possible.

Support in the planning of the Meed’s Job Clubs programme 


Brief and support all staff involved in the programme where necessary 
With colleagues, monitor and report on the delivery of Meed’s Jobs Club. Measure impact of the MJC - review and evaluate the Meed’s Job club every term and provide information to Woodlands Meed governing body, the Woodlands Meed leadership group and WSCC ensuring 
compliance against the WSCC SEND Jobs Club Service Level Agreement
Facilitate an outreach sign posting service for alumni and young adults with a disability in the local community at Haywards Heath Job Centre 

Developing and facilitating effective into-work coaching and employment plans for students and community participants when necessary



	Other Duties:

	Participating in after school events where relevant.

The post holder will be expected to undertake other duties, commensurate with the post, which your direct line managers or members of the Leadership Team may reasonably and occasionally require.

Mini-bus driver 


	Voluntary Tasks:

	Voluntary Minibus Driving.




	Explanatory Notes:

	Woodlands Meed School offers all staff Professional Development Reviews with an agreed line manager. The main aim of this is to identify areas of success and for professional development / individual training needs. These PDRs will be scheduled annually as a minimum requirement, but ideally there should be a termly meeting and regular informal discussion. 

This job description and allocation of particular responsibilities may be reviewed and amended following consultation. Such a review will take place as part of the Professional Development Review cycle and at any other time on request.


	Agreed Job Description:
	
	

	Signed:
	
	
	Date:
	

	Signed:
	
	Headteacher
	Date:
	

	Signed:
	
	Agreed Reviewer on appointment
	Date:
	

	*Agreed Reviewer may be changed at a later date 


	Person Specification

	Knowledge and skills and experience
	Essential
	Desirable
	How tested

	Successful leadership and management experience in a school or other relevant organisation
	
	X
	

	Good organisation and administrative skills 
	X
	
	

	Experience of engaging with networks of employers/external organisations
	X
	
	

	Experience of working in a school
	
	X
	

	Knowledge of employment focused person centred planning 
	
	X
	

	Qualified Minibus driver 
	
	X
	Completed or willing to take test

	Institution of Occupational Safety and Health (IOSH) qualification
	
	X
	Training will be provided 

	Efficient and effective deployment of staff and resources
	Essential
	Desirable
	How tested

	Awareness of local and national organisations that can provide support with delivering a Job Clubs programme 


	
	X
	

	Good IT skills
	x
	
	

	Effective communication and interpersonal skills
	x
	
	

	Ability to communicate a vision and inspire others
	x
	
	

	Ability to build effective working relationships with staff and other stakeholders
	x
	
	

	Understanding of the local employment market
	
	x
	

	Interpersonal and Communication Skills
	Essential
	Desirable
	How tested

	A commitment to getting the best outcomes for all pupils and promoting the ethos and values of the school
	x
	
	

	Uphold and promote the ethos and values of the school
	x
	
	

	Ability to work under pressure and prioritise effectively
	x
	
	

	Maintain confidentiality at all times
	x
	
	

	Commitment to safeguarding and equality
	x
	
	


