
   

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 
Job Description / Person Specification 

Job Coach Level 1 



 

 

Job Description 

Job title: 

 

Job Coach Level 1  

Pay grade / scale: 

 
NJC Scale 3 
SCP5-SCP6 - £18,785 - £19,171 per annum 
(full time / full year) 
 
See advertisement for actual salary 

Benefits and perks: 

 

Local Government Pension Scheme, Healthcare 
scheme, TOIL scheme, flexible working 

Working hours: See advertisement 

Location: 

 

You will be based at the Guinness Partnership site at 
Hollinwood but all employees are expected to work at 
all sites across the New Bridge Group 

Special circumstances: 

 

Additional hours may be required at busy times  

Staff responsible to: 

 

Director of Employability 

Staff responsible for: 

 

None 

Accountable to: 

 

Chief Executive Officer 

Probationary period: 

 

26 weeks 

 

  



 

 

Key Tasks- Support for Students 
 

1. Establish rapport and respectful, trusting relationships with students, acting as a role 
model and setting high expectations. 
 

2. To support, model and mentor students with the appropriate skills to carry out the role 
of a catering assistant within the training kitchen 
 

3. Adjusting activities according to student responses and needs, particularly to take 
account of their EHCP and how their needs may vary on different days. 

 
4. To ensure safety, welfare and personal care are attended to with dignity, empathy and 

respect. The students may also need assistance to access different areas of the host 
site. Following appropriate training, administer first aid to students in line with New 
Bridge Group procedures. 

 
5. To support the students with eating and drinking where necessary, following feeding 

and swallowing training appropriate to the student who is being supported.  
 

6. Promote inclusion and acceptance of all students by encouraging them to interact with 
each other and to engage in activities led by the job coach. 

 
7. Promote self-esteem and independence amongst students. 

 
8. To assess, supervise, assist and support students, typically those with Statements of 

Special Educational Needs and/or Statements of Social, Emotional and Behavioural 
Difficulties, to access work tasks within the training kitchen through in-depth 
knowledge of the tasks and knowledge of how students learn.  

 
9. Make effective use of ICT in learning activities and develop students’ competence 

and independence in its use. 
 

10. Provide specific feedback in discussion with students on their progress and 
achievement, in line with New Bridge Group policy. 
 

11. To provide individualised support to students whilst on a placement. 
 
12. To communicate effectively with the teacher, head of department, other job coaches, 

host employers staff, co-workers, family members and external agency staff. 
 

17. To work with students, employers, families and external agencies to problem solve 
any issues relating to training and employment.  
 

18. Monitor and record daily attendance at host site and to inform departments of 
absences.  
 
 
 
 
 
 



 

 

Key Tasks- Catering and Hospitality 
 

1. Assist the Catering Supervisor with the day-to-day running of all areas of the 
Catering Outlet, including the preparation of meals. 
 

2. Maintain a high standard of cleanliness throughout your areas of responsibility 
including daily, weekly and deep-cleaning schedules of all of the furniture and 
equipment, e.g. tables, chairs, benches, trollies, salad counters, hot and cold 
beverage machines, trays, crockery and cutlery, etc. 

 
3. Ensure food hygiene and health and safety regulations are strictly observed, 

including recording temperature checks of the fridge and salad counters. 
 

4. Ensure correct use of staff uniform and PPE are strictly observed 
 

5. Have a welcoming, positive and enthusiastic attitude to guests and other staff 
members 

 
6. To ensure that equipment (e.g. beverage machines, dishwasher and mechanical 

floor cleaner) is used in accordance with the manufacturer’s guidelines.   In the 
absence of the Catering Manager, liaise with the Catering Manager with regard to 
reporting maintenance call outs. 

 
7. Assist with deliveries in the catering outlet and dining hall, ensuring stock rotation is 

carried out. 
 

8. Use a computerised till system to ensure all sales in the Catering Outlet are recorded 
correctly and carry out end of day duties including the recording of takings. 

 
9. Assist with the set up for corporate events, functions and meetings. 

 
 
Key Tasks- Supporting Teaching and Learning 
 

1. Support the role of parents in student learning and contribute to meetings with parents 
to provide constructive feedback on student progress, achievement, problems etc. 

 
2. Provide objective and accurate feedback and reports as required on student 

achievement, progress, and other matters, both in lessons and other activities.  
Systematically record students’ progress and achievements, ensuring availability of 
appropriate evidence. 

 
3. Provide clerical support for teachers and senior job coaches, e.g. photocopying, filing, 

record-keeping, collecting money, checking of deliveries and placing goods in stock 
and maintaining records of stock; administering coursework, production of work sheets 
for agreed activities. 

 
4. Assist with the display of students’ work. 
 
5. To provide and share information for student progression targets and annual reviews. 

 



 

 

6. To be involved with setting and monitoring student targets. 
 
General Tasks- Supporting the organisation 
 

1. Establish constructive relationships and communicate with other 

agencies/professionals, in liaison with the line manager, to support the achievement 

and progress of students.  

 
2. Maintain good order and keep students on task. This could involve adjusting activities 

to take account of student needs and responding to student questions. 

 
 
Special Conditions: 

An enhanced Disclosure and Barring Service (DBS) check is required for this post 

 

 DATE NAME POST TITLE 

PREPARED 26/09/19 Simon Smith Director of HR 

Reviewed    

  



 

 

 

PERSON SPECIFICATION 

Please note: Governors/Trustees will use the criteria below (those emboldened) to shortlist.  Only 
those applicants who demonstrate that they meet those criteria (to the Governors/Trustees 
satisfaction) will be invited to interview. 

 Selection Criteria 
Essential 

Selection Criteria 
Desirable 

How 
Assessed 

Education & 
Qualifications 

Literacy and numeracy skills 
sufficient to carry out duties of the 
role 
 
Training in relevant learning 
strategies e.g. literacy / a key 
stage and/or training in a 
particular curriculum or learning 
area e.g. bi-lingual, sign 
language, dyslexia, ICT, Maths, 
English, CACHE etc. 
 

 AF/I 

 

AF/I 

Experience Experience of supporting SEND 
students with learning activities 
on a 1:1 basis or small groups  
  
Experience of effectively using 
ICT and other technology and 
resolving straightforward 
problems in their operation 
 
Experience of working within a 
hospitality/catering setting  
 

 AF/I 

 

AF/I 

 

AF/I 

Skills & 
Abilities 

Able to use own transport to drive 
to various locations within the 
Oldham/Manchester area 
 
Interpersonal skills to build 
effective working relationships 
with students and colleagues 
 
Able to promote a positive ethos 
and good role model to students 
 
Able to continually improve own 
practice/knowledge through self-
evaluation and learning from 
others 
 

 AF/I 

 

AF/I 

 

AF/I 

 

AF/I 

 



 

 

 

Abbreviations: AF = Application form; I = Interview 

Any candidate with a disability who meets the essential criteria will be invited to interview 

Knowledge & 
understanding 

Understanding of equal 
opportunities and inclusion and 
how it applies in a educational 
setting 
Understanding of how 
safeguarding and confidentiality 
are important when working with 
children and young people. 
 
 

 AF/I 

 

AF/I 

Work 
circumstances 

To work flexibly as the workload 
and needs of the students 
demand 
 
 
To travel and work at other sites 
within the New Bridge MAT as 
required 
 
Occasional out of hours working 
to support functions 
 
 

 AF/I 

 

AF/I 

 

AF/I 


