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JOB DESCRIPTION
Title: 


Personal Development Tutor (Prince’s Trust Team Programme)
Salary:     £20,000
Reports to: 

Deputy Education Programme Manager



Hours of Work:  37.5 hours per week
Based at: 

Inspire Suffolk, Lindbergh Road, Ipswich, IP3 9QX – Location variable depending on Centre / Area
Key objectives of role: 

1. To recruit, select and lead a Team of individuals aged 16-25 years, through a 12-week personal development programme. 
2. To develop personal confidence, motivation and skills within the team of young people. Supporting them to progress into employment, education or training. 
3. Plan, deliver and develop the 12-week Team Programme in a supportive learning environment, helping the young people achieve a formal qualification and gain new experiences. 
Main responsibilities:
1. Recruit and work with a variety of unemployed young people from diverse backgrounds and experiences. 

2. Provide leadership and guidance to the Team, acting as a role model at all times. Committing to Inspire Suffolk’s mission and values. 
3. Take responsibility for the Health, Safety, Welfare and supervision of the Team during all parts of the programme; including a 4-day residential experience. 
4. Ensure required paperwork is completed and submitted for each Team in the appropriate time frame. 

5. Effectively assess both Team and individual needs (educational and additional), setting programme objectives to meet them. 

6. Network and communicate with local organisations and businesses to develop key relationships that will support programme requirements such as referrals, community projects, supporting others and individual work experience placements. 
Person-profile:
	Selection Criteria:

A = Application Form   I = Interview   D = Desktop or other practical exercises
	Essential or

Desirable
	Assessment Method

(A, I, D)

	Experience

	· Experience of working with groups of young people from varied backgrounds. 
	E
	A, I

	· Experience of understanding the range of issues facing young people in todays society. 
	E
	A, I

	· The ability to maintain good working relationships with a wide range of people. Including internal colleagues and external organisations. 


	E
	A, I

	· Experience of using computer systems; including but not exclusively Outlook/Emails, Word, Excel, PowerPoint. 
	E
	A, I, D

	· Knowledge and experience of assessing coursework against a qualification criteria. 
	D
	A, I

	· Previous experience delivering and teaching in a group setting or delivering a similar qualification. 
	E
	A, I, D

	· Experience and understanding of Safeguarding and PREVENT and following appropriate regulations. 
	E
	A, I

	· Management of health and safety including risk assessments and basic First Aid. 
	D
	A, I

	· Experience and knowledge of local organisations / services available to support young and signpost young people according to their needs. 
	D
	A, I

	Qualifications:

	· A good standard of education including GCSE grade C in English.
	D
	A, I

	· Enhanced DBS Certificate (this is essential as the role cannot be undertaken if the postholder does not have a DBS Certificate or willing to undergo a full DBS Check).

	E
	A, I

	· Clean Driving Licence
	E
	A, I

	· Appropriate Teaching/ Education, Counselling or Youth Work qualifications or willingness to undertake these while in post. 
	E
	A, I

	Skills:

	· The ability to provide leadership in a demanding environment and to challenge negative behaviour when appropriate. 
	E
	A, I

	· Effective time management skills, including the ability to prioritise and manage a varied workload. 
	E
	A, I

	· Self-motivation, with the ability to work on own initiative and with minimum supervision. 
	E
	A, I

	· Strong organisational and administration skills, being pro-active within a busy environment. 
	E
	A, I

	· Commitment to motivate and inspire disadvantaged young people to achieve their full potential. 
	E
	A, I

	· The ability to engage and communicate with a variety of people at all levels. 
	E
	A, I

	· Ability to work to deadlines and agreed timescales.
	E
	A, I

	· Enthusiasm and willingness to work outside normal office hours if and when required.
	E
	A, I

	· The ability to be tactful and sensitive when communicating with young people and the empathise with them in difficult situations. 
	E
	A, I

	· Good written and verbal communication skills with the ability to write reports and make professional phone calls. 
	E
	A, I
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