City College Peterborough
Supported Internship Tutor
OVERVIEW OF THE ROLE

The role is viewed as being key in enhancing the Service and College’s responsiveness in meeting the needs of young adults to achieve long term paid employment or volunteering opportunities.
The successful candidate will join a team of dedicated hardworking and committed staff able to work flexibly within the working week.

Strong inter-personal skills are required for this post as the College and Service continues to expand quality provision and meet targets. The ability to work as part of a team and to be self-motivating is essential.

We are excited about our future and are seeking someone to share and develop our vision to grow our Supported Internship programme.
ESSENTIAL PERSONAL QUALITIES OF THE POST HOLDER
This is a challenging post playing a key part in the continuing success, development, and expansion of our provision at City College Peterborough promoting Employment for SEN young adults.
The successful applicant will be a dynamic individual who is learner focused: who understands the market in which we operate and values the opportunities available through partnership working.  Our colleague will be clear-sighted, able to meet challenges head-on, with the ability to identify new opportunities and to develop those opportunities, exploiting them to the best advantage for our learners.  He or she will be charismatic, with an outgoing personality, and will possess the ability to interact with people at all levels.  A forward thinker, with a positive “can do”, “will do” approach, together with the ability to work with, and motivate others is essential.

Closing date for receipt of applications: 12th August 2025
Interviews will be held: W/c 11th August 2025
Tash Dalton-Winterton
Principal
City College Peterborough
JOB DESCRIPTION

DEPARTMENT:
Study Programmes
Job Title:

Supported Internship Tutor
Post No:
Grade:
NJC Grade 8 SCP 19-24 £31,067 - £34,314 per annum
Responsible to:
Study Skills Mentoring Manager
Responsible for:
N/A

JOB PURPOSE

To promote and develop education, career led and employment opportunities and activities with 16-25 young adults to support and build on transferrable skills linking to employment.
You will have the willingness to develop marketing literature to showcase successes, the importance of Supported Internships and the relationships we hold with Peterborough and surrounding employers.
Working closely with the SEND, Curriculum and Careers team you will support pathway building ensuring the learner and families are included through every step to overcome barriers, personal and professional they may face before moving into paid employment.
You will develop relationships with internal and external stakeholders to promote opportunities, attend career and head hunt career led events to attend and motivate our young adults.
This role will see you take ownership of the learner journey, motivating, engaging, leading, and sharing positivity to fully understand the learner need and how to achieve the best for that individual.

To interview, initially assess, provide high quality IAG, engage with employers linking to meaningful activities Traineeships and Apprenticeships. 
PRINCIPAL DUTIES AND RESPONSIBILITIES

· To develop and strengthen partnership links with young people’s services, Department of Work and Pensions, Stakeholders, Employers, and relevant professionals.
· Complete impartial Information Advice and Guidance interviews with learners to ensure this course is the right one for them.
· Provide 121 tuition support, providing clear direction and support, employability driven.
· Plan and deliver classroom activities focused on employment, reflection, confidence.
· To ensure every learner is engaged with a purposeful work-based training placement working towards employment.


· Generate employer leads for apprenticeship/employment/work experience opportunities for learners.
· Ensure safe working practices are followed and all Health & Safety, risk assessments are completed before placements commence.

· Attend career related events and support with hosting City College Peterborough events.
· To carry out initial assessment, induction, and support to recruit learners onto programmes.
· Understand or be willing to understand Access to Work 
· Complete regular and timely learner observations with the learner and employer, providing feedback and building self-development plans to support further development.
· To be a job coach for Supported Intern learners and other young people as required.
· A desire to want to support and encourage young people into paid work or volunteering. 

· Planning and work with young people to support with Access to Work grants and other employment related benefits.
· Develop effective relationships with Employers, Youth Services, Schools, Businesses and Job Centre Plus through regular contact and establishing partnerships.
· Liaising with tutors, social workers, local authorities, health professionals, and parents to promote employment and training opportunities to young people. 

· To be able to communicate effectively and develop a rapport with young people.

· Input up to date information on to the CRM to keep all staff updated

· Keep track of individual progress made aligned with EHCP outcomes

· Arrange and support with travel training, independence skills and emotional/wellbeing support

· Contribute to ensuring the College’s Equality and Diversity duty is met
· Contribute to maintaining MATRIX (IAG) Standard
· Assist in maintaining a minimum Ofsted Grade 2.
· Meet the minimum requirements of Continuing Professional Development (CPD)
· Ensure college and PCC policies and procedures are followed by all staff

· Participate in the production and implementation, monitoring and evaluation of strategic and operational plans and policies.
GENERAL DUTIES

1. To ensure that the Service/Colleges policies with respect of Equal Opportunities are fully met. 

2. To contribute to team working across the Service


3. To promote high standards of Health, Safety and Welfare, ensuring that the Service/College complies with statutory requirements. 


4. To undertake other reasonable duties at the request of the Head of Service/Principal.
VARIATION CLAUSE

This is a description of the post, as it is constituted at the date shown. It is the practice of this Authority periodically to examine job descriptions, update them and ensure that they relate to the job performed, or to incorporate any proposed changes. The appropriate Manager, in consultation with, the post holder, will conduct this procedure.

In these circumstances it will be the aim to reach agreement on reasonable changes, but if agreement is not possible management reserves the right to make changes to your job description following consultation.

FLEXIBILITY CLAUSE

Other duties and responsibilities expressed and implied which arise from the nature and character of the post within the department (or section) mentioned above or in a comparable post in any of the Organisation’s other sections or departments.

Description prepared by:
 Helen Underwood
                     Date:  August 2025
Description authorised by: Tash Dalton-Winterton

Date: August 2025
City College Peterborough

PERSON SPECIFICATION

DEPARTMENT:
 Study Programmes
Job Title:

 Supported Internship Tutor
Post No:
Grade:
NJC Grade 8 SCP 19-24 £31,067 - £34,314 per annum
Responsible to:
Study Skills Mentoring Manager
Responsible for:
N/A

	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	KNOWLEDGE


	· Administrative processes and procedures
· Knowledge of post-16 education
· Knowledge of the geographic area.
· A background in working you young adults 
· Knowledge of issues related to partnership and inter-agency work 

· Knowledge & understanding of current issues and barriers young adults face entering employment

	· Health and Safety in the workplace
· Knowledge of employer needs and next steps.

	SKILLS & ABILITIES         


	· Working as part of a team
· Ability to work with all learners

· Good communication skills with both young people and adults 

· Excellent organisational skills

· Effective administration & ICT skills 

· Good verbal and written presentation skills

· Excellent listening and support skills 

· Ability to engage young people in appropriate  work relationships in a variety of settings

· The ability to work as a team member 

· Ability to support & supervise fractional staff 
Demonstrating a "can do " attitude
· Putting the organization at the heart of everything you do
	· Ability to engage with local employers
· Recruitment skills and knowledge of workplace requirements

	EXPERIENCE


	Proven experience in:

· Working with stakeholders and employers.
· Using Microsoft Word, Excel, Powerpoint, Outlook and Access software packages

· Experience of working with young people
	· Working with close to labour market ready young adults.

	QUALIFICATIONS


	·   Educated to GCSE or equivalent

· Adult Literacy and Numeracy Level 2 or equivalent

	Qualifications in 

· Customer Services
· Supporting young and adult learners?
· Information, Advice and Guidance.


	EQUALITY


	Candidates must demonstrate understanding of, acceptance and commitment to the principles underlying equal opportunities.


	

	CUSTOMER CARE


	Proven record in the understanding of and practice of effective customer care
	

	PERSONAL CIRCUMSTANCES


	· Full driving licence and access to a vehicle for business purposes
· Willing to participate in training and professional development

· Adaptable and available to work such hours as reasonably necessary for the role.
	


