HARTLEPOOL COLLEGE OF FURTHER EDUCATION

An Equal Opportunities Employer

APPOINTMENT OF WELFARE AND RETENTION MENTOR 
(PART TIME, TERM TIME ONLY)
Hartlepool College of Further Education seeks to appoint an enthusiastic and proactive Welfare and Retention Mentor to join the Learner Services team working with students, parents, tutors and other relevant agencies to ultimately drive up attendance and retention of students.  

As an employer-facing organisation that celebrates skills, the College is proud that skills training and development is at the heart of its new building’s design.  This exciting opportunity offers an enthusiastic, ambitious and committed individual the chance to join this forward-looking college as it embraces change and responds to increased demands for its services.

Applicants should have a minimum level 3 qualification in a relevant discipline along with excellent interpersonal skills and the ability to show empathy in difficult situations.  
The post-holder is expected to be an excellent team player and embrace the College’s RESPECT values.
Salary:
£8,854.29 - £9,354.67 per annum actual salary


Based on £16,722 - £17,667 (full time equivalent) pts 11-13

This post attracts two additional points, 14 and 15, payable on successful completion of the Foundation Degree in Young People 
For full details and application forms please go to www.hartlepoolfe.ac.uk/jobvacancies or contact Human Resources on 01429 404026.  

Completed application forms must be returned to hrpayroll@hartlepoolfe.ac.uk no later than 08:30 on Monday 3 April 2017.
Hartlepool College of Further Education is firmly committed to embedding and promoting a safeguarding culture, and adopts safer recruitment practices. Therefore all appointments will be subject to pre-employment checks including an Enhanced Disclosure and Barring Service Check and references.
HARTLEPOOL COLLEGE OF FURTHER EDUCATION

Hartlepool College is a medium-sized institution with an annual enrolment of approximately 8000 students.  The college is organised into ten academic delivery schools.   

The Schools are:

	· Academic and Professional Studies

	· Construction and the Built Environment

	· Design, Multimedia and IT

	· Engineering

	· English and Mathematics

	· Fabrication, Welding and Automotive 

	· Health and Care

	· Hospitality, Catering, Hair and Beauty

· Sport and Public Services

	


HARTLEPOOL COLLEGE OF FURTHER EDUCATION

JOB DESCRIPTION

	POST TITLE
	-
	Welfare and Retention Mentor

	
	
	

	REPORTING TO
	-
	Director of Learner Services 

	
	
	

	SALARY
	- 
	£8,854.29 - £9,354.67 per annum actual salary
HPS pts 11-13 standard scale, 14-15 conditional scale

	
	
	

	HOURS
	-
	22.5 hours per week (3 days)

	
	
	

	HOLIDAYS
	-
	Term Time Only 


THE SPECIFIC NATURE OF THE ROLE
Welfare and Retention mentors address the needs of learners who require assistance providing effective welfare, support and guidance overcoming barriers to learning. The role will require the monitoring of students at risk of leaving within curriculum areas ensuring that effective intervention strategies are in place to keep students on course.

They work with a range of learners, but give priority to those who need the most help, especially those experiencing multiple disadvantages. The variety of issues covered is vast including punctuality, absence, challenging behaviour and abuse. They also work with able and gifted learners who are experiencing difficulties.
MAIN DUTIES AND RESPONSIBILITIES
· To work with curriculum teams to identify and support students who are ‘at risk of leaving’


· Ensure a timely and effective ‘at risk’ referral system is in place

· To work with curriculum teams to implement and follow through action plans with ‘at risk’ students to ensure they can remain on course and improve their attendance

· To follow up on students who have withdrawn to help improve the quality of the service / provision offered by the College

· To signpost students to a range of welfare services including financial support, housing, benefits, health and personal matters

· Implementing strategies and supporting learners in self-esteem and confidence-building activities
· Referring learners to college services to resolve a range of issues that are creating barriers to learning for example bullying and safeguarding

· Monitoring attendance, punctuality and progress of learners

· Drawing up agreed action plans with learners, outlining the aims of the mentoring and monitoring of progress

· Meeting parents or guardians at to discuss issues and problems

· Networking with external support agencies to provide a service for individuals and taught tutorial   sessions

· Liaising with relevant professionals and individuals, e.g. educational psychologists, Youth offending, the police and other social services

· Organising drop-in 'offload' sessions for learners, where they can talk about a particular issue
· Maintain membership of relevant professional body/bodies (industry and/or teaching) to ensure professional standards and updating are upheld 
· Providing group activities and compulsory tutorials such as anger management classes, Drugs and Alcohol awareness and Anti-bulling 

· Using and developing Pro-Monitor as information and tracking tool maintaining accurate records and preparing written reports and evaluations

· Coordinating the UTS process for the relevant school

HARTLEPOOL COLLEGE OF FURTHER EDUCATION
PERSON SPECIFICATION

	POST TITLE

	-
	Welfare and Retention Mentor


It is expected that the successful candidate will be able to meet the following criteria:
	Criteria
	Essential (E) or Desirable (D)
	Where assessed

	1 - Qualified to NVQ Level 3, or equivalent, in a relevant discipline

	E
	i

	2 – Foundation Degree in Working with Young People, or willingness to work towards 


	D
	i

	3 - Administrative experience


	E
	i, iii

	4 - IT literate

	E
	i, ii, iii

	5 - An understanding of the education sector and the challenges faces by young people 

	E
	i, iii

	6 - Excellent interpersonal skills and the ability to demonstrate empathy in difficult situations 

	E
	i, iii

	7 - Good written and verbal communication skills


	E
	i, ii, iii

	8 - High level of customer service skills


	E
	i, iii

	9 - Flexible and willing to work as part of a team


	E
	i, iii

	10 - Ability to prioritise work and be extremely organised, managing conflicting deadlines and requests 

	E
	i, ii, iii

	11 – An understanding of Safeguarding principles, including Prevent


	D
	i, ii, iii

	12 - Maintain membership of relevant professional body/bodies (industry and/or teaching) to ensure professional standards and updating are upheld 
	D
	Ongoing 


i – application form/letter (qualifications to be verified if successful)

ii – work-related activity

iii – interview

	Approved
	
	Principal

	
	
	

	
	
	Head of School 

	
	
	

	
	
	Post Holder

	
	
	

	
	
	Date



