

Manchester City Council
Role Profile

Job Coach, Grade 3
Manchester Adult Education Service, Growth and Development Directorate
Reports to: Work Placement Coordinator
Job Family: Community Learning

Key Role Descriptors: 

The role holder will contribute to service objectives through the delivery of a high-quality community learning support service.  

The role holder will represent the service effectively through communication with stakeholders, and participation in value-added activities and projects working in line with the authority’s priorities.

Key Role Accountabilities: 

Deal efficiently and courteously, with tact and diplomacy, to all queries and correspondence, both written and verbal from a wide range of internal and external customers. 

Update and extract information from management information systems accurately and competently as required including the retrieval and collation of reports to agreed procedure.

Support service users in the development of learning and skills. 

Develop understanding and competence in a specific area of specialism in order to provide effective advice and information.

Where appropriate to the assigned service area, ensure that resources are effectively maintained in line with safe working practices and health and safety standards and procedures.  

Personal commitment to continuous self-development and service improvement.

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Where the role holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration. 


Role Portfolio:

Manchester City Council (MCC) manages its adult education provision within the council’s adult education service, Manchester Adult Education Service (MAES). Learners study a range of accredited and non-accredited, long and short courses, across a range of curriculum areas. Provision is funded by the Greater Manchester Combined Authority (GMCA) and the Department for Education (DfE). Learners study in 7 adult learning centres and around 60 different community venues, as well as some online provision.
 
The STEPs team delivers provision for young adults aged 16-25 with learning difficulties and disabilities. The programme aims to help young people with learning disabilities grow in all areas of their lives—not just in the classroom. We support them to build confidence, learn everyday skills, make friends, and prepare for work or independent living, based on what matters most to them.
 
The post holder will support learners with additional needs to access work-related learning and complete work placements. The role focuses on providing practical, day‑to‑day support to learners in line with agreed support plans, under the guidance of tutors and managers, to help learners develop employability skills, gain experience of the workplace and progress towards greater independence.
 
Key Behaviours, Skills and Technical Requirements

Our Manchester Behaviours  
· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly
 
Generic Skills

· Communication Skills: Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and medium, listens attentively to views and issues of others.
· Analytical Skills: Able to identify potential problems or errors when considering responses to situations; probe to establish the true position before considering action or advice
· Planning and Organising: Ability to clearly prioritise work, set targets for self to demanding timescales
· Problem solving and Decision making: Ability to interpret basic rules and guidelines in order to resolve queries
· Administrative Skills: Ability to use and accurately maintain effective administration systems in a rapidly changing environment

Technical Requirements (Role Specific) 

· Must consent to and apply for an enhanced DBS check.
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