EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Modern Work Experience Coordinator 
Department: Childrens Services
Grade: Single Status 11
Responsible to: Careers Hub Operational Hub Lead
Purpose of the Role:
The role will coordinate a three-year programme, funded by the Careers and Enterprise Company, to support young people in current year 8 gain ‘modern work experience’ each year through to Year 10. The programme will focus specifically on those who are eligible for Free School Meals with the aim of motivating young people, supporting independent choice and positive outcomes, as well as assessing and reporting on impact.
The role will be responsible for overseeing the full lifecycle of the programme, from planning and stakeholder engagement to delivery and evaluation, ensuring that outcomes are met and impact is achieved. 
Key will be to create, build and train a network of employers that will engage with and provide schools with workplace visits and work experience. This will include brokering relationships between ESCC contractors as part of their Social Value obligations with regards to providing employment and skills opportunities.
The role will be required to monitor and report on progress and KPIs against the programme delivery plan to the Careers and Enterprise Company, as well as monitoring the project risk register. The role will require robust analytical skills to gather and interpret data, ongoing evaluations, undertake longitudinal case studies and gather evidence of impact against a Theory of Change model, presenting this to key stakeholders at both local and national level.
Key tasks:
1. Work with at least 12 East Sussex schools to identify eligible students currently in Year 8 and support them to deliver a progressive and individualised modern work experience programme over a 2.5 year period. 
2. Engage and recruit at least 50 local employers and support the development of modern work experience opportunities within their workplaces. To equip employers with training and resources to help them deliver high quality and meaningful experiences.
3. Maintain a tracking system of modern work experience opportunities in order to report on outcomes and impact.
4. Devise and implement a communications plan to actively promote the East Sussex Modern Work Experience programme. 
5. Help stimulate high quality modern work experience opportunities by working closely with the Enterprise Advisers, local employer networks, Skills and Employment East Sussex sector task groups and with the central employer engagement team at The Careers & Enterprise Company (CEC).
6. Work with a range of partners including schools, colleges, employers, education and training providers, local and regional training and skills organisations, business representatives and third sector organisations .
7. Monitor and evaluate progress, impact and report on examples of best practice to the Careers and Enterprise Company and with other East Sussex schools via the Careers Hub Community of Practice.
8. Engage with the Careers and Enterprise Company’s external evaluation body to monitor progress against the Theory of Change and agreed evaluation methods. 
9. Engage with contract holders of procured services with ESCC (and other partners/sub-contractors) to encourage them to participate in modern work experience and link them with schools so that they can fulfil their social value obligations in relation to Employment and Skills.
10. Provide regular management information updates to Skills and Employment East Sussex via the SES secretariat and to other groups as required. 
11. Ensure clear accountabilities, transparency and decision-making structures are in place to ensure the budget and CEC’s Grant Funding Agreement reporting requirements are achieved.

Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Able to plan and organise a varied workload for self and others, working to short deadlines. Able to work independently and as part of a wider team. 
2. Evidence of initiating, designing and managing the successful delivery of projects with impact and evaluation at their core to drive sustainable change.
3. Ability to exercise sound judgement in seeking creative business focused solutions to complex problems.
4. Ability to analyse, interpret and clearly present data, some of which may be complex, in line with Data Protection regulations.
5. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences, using negotiation, partnership working and influencing skills.
6. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, devices: laptops, corporate iPhones and surface hubs).
7. Numeracy and literacy skills and the ability to interpret data.
8. Able to manage a project budget. 
9. Knowledge and experience of national and local skills and employment issues and policy and understanding of Careers Education, including learning pathway options available to young people.
10. Understanding of the East Sussex economy and its economic development and business sector priorities including engaging and working with employers to deliver meaningful experiences of the workplace.
11. Experience of developing and implementing effective monitoring systems.
12. Ability to work calmly and efficiently under pressure.
13. Full driving license or the ability to meet the travel requirements of the role.

Desirable key skills, abilities, knowledge, experience, values and behaviours
14. Understanding of the ESCC Employability and Skills Strategy andknowledge of the issues and barriers to employment faced by young people.
15. Knowledge and understanding of the Careers and Enterprise Company and its role in supporting modern work experience. 
16. Understanding of school and college structures and working practices and the challenges faced by schools in delivering modern work experience. 
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	Yes

	Moving & handling operations
	No

	Occupational Driving
	Yes

	Lone Working
	Yes

	Working at height
	YNo

	Shift / night work
	No

	Working with hazardous substances
	YNo

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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