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Job Description 
Job Title:              


Learning Coach 
Department:



Business 
Location



Torfaen Learning Zone  
Reports to:



Head of School
Job Purpose:
To support learners with overcoming their individual barriers to learning. To provide support, mentoring, coaching and guidance to individuals and groups of learners to ensure they make sufficient progress in their assignments and are successful in achieving their qualifications. To support learners with coping with and/or overcoming social and emotional issues and challenges.

Key Responsibilities:
1. Identify and apply strategies appropriate to the individual to enable them to develop on their learning programme towards a clear goal. 
2. Engage learners in assessing their development against key milestones of their learning programme and in planning achievable targets to move them forward. 
3. Work with learners to agree and complete action plans to support them with their social, emotional and/or academic development and monitor progress against these throughout the support period.
4. Prepare and deliver programmes related to study skills and health and wellbeing. 
5. Mentor, coach, guide and support individuals to encourage greater social inclusion and independence. 
6. Liaise with relevant staff to identify the individual support needs of learners.

7. Liaise with MIS to ensure all records and timetables are kept up to date

8. Prepare records for submitting to audit

9. Work in partnership with key internal and external stakeholders to deploy and optimise all available support systems.  
10. Communicate effectively with learners and develop and maintain relationships that promote positive engagement within the learning environment.
11. Track learner attendance and progress using relevant recording systems including distance travelled tools, soft outcome measurements and action planning.
12. To engage in reflective practice and actively taking steps to improve own performance.  
Team Contribution:
13. To attend, contribute and participate in team meetings as and when necessary.
14. To provide support to teaching teams in relation to how they support learners.
15. To participate in training as and when necessary.
16. To work in partnership with the department/college counsellor

Policies and Procedures:
17. To comply with all College Policies & Procedures.
18. To keep abreast of changes to Policy & Procedures and to make the necessary changes to administrative systems. 
19. To ensure that all aspects of the College Financial Instructions and Financial Standing Orders are followed. 
20. To promote and reinforce the College’s core values and incorporate them into all aspects of the role.
21. To contribute to supporting and supervising learners, including acting to ensure acceptable behaviour at all times.
  Health & Safety:
22. To ensure that safe working practices are used and appropriate Health and Safety legislation adopted. 
23. To exercise responsibility for carrying out and adhering to the Health, Safety and Welfare Policy and Procedure. 
24. To liaise with the Health and Safety Manager to ensure accurate recording of related information. 
  Data Protection 
25. To ensure that all activities are compliant with Data Protection / GDPR legislation. 
Coleg Gwent Person Specification – Learning Coach
	Selection Criteria
	Essential
	Desirable
	Method of Assessment

	Qualifications & Training
	5 GCSEs A*-C, including Maths and English. 
	
	A

	
	Degree, relevant NVQ or equivalent professional experience.
	
	A/I

	
	
	First Aid at Work
	A

	
	
	PGCE or QTS status
	A

	
	
	Level 3 Essential Skills Practitioners Award in Literacy and/or Numeracy
	A

	
	An awareness of Safeguarding procedures. 
	
	A/I

	Specialist Qualifications
	
	Learning Coach qualification. 
	A

	
	
	Coaching & Mentoring qualification.
	A

	
	
	Experience in supporting  learners with Adverse Childhood Experiences (ACE) or equivalent.

	A/I

	
	
	Experience of working in an FE environment.
	A/I

	Knowledge & Attributes
	Experience of using ICT applications to support learning. 
	
	A/I

	
	Experience of maintaining accurate records and adhering to administrative systems. 
	
	A/I

	
	Ability to motivate learners at all levels to achieve their learning goals. 
	
	I

	
	Experience of using techniques to support learners in overcoming barriers to learning.  
	
	I

	Skills & Attributes
	Excellent communication skills (oral and written) and effective interpersonal skills.
	
	A/I

	
	Ability to develop engage learners and develop programmes to support their learning.
	
	A/I

	
	Confident, empathetic, enthusiastic and energetic.
	
	A/I

	
	Emotional resilience with working with challenging learners. 
	
	A/I 


	
	Ability to demonstrate a learner-centred approach. 
	
	A/I


	
	Ability to manage and deal with challenging learner behaviour in 1-2-1 and group situations. 
	
	A/I


	
	Ability to use own initiative and make decisions. 
	
	A/I


	
	Approachable, friendly and professional manner. 
	
	A/I


	Personal Attributes
	Proactive approach to working both individually and as part of a team.  
	
	A/I


	
	Diplomacy and discretion. 
	
	A/I


	Additional Requirements
	Be able to work in half-terms and end of term breaks and comply with changing timetable requirements.
	
	A/I



