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JOB DESCRIPTION                                                                                                                  

JOB DESCRIPTION FOR THE POST OF:          
Progress Coach
RESPONSIBLE TO: 
XXXXXX
GRADE: 





Scale 5
RESPONSIBLE FOR:



None
LOCATION:





UCG Campuses
WORKING PATTERN:



35 hours per week, 40 weeks a year
__________________________________________________________________

1. PURPOSE OF THE JOB:

The Progress Coach plays an important role in promoting learners’ academic achievement, personal growth, and overall wellbeing. Working collaboratively with curriculum teams, support services, and students, the Progress Coach provides guidance, support, and timely intervention to help learners remain engaged, achieve their goals, and progress successfully throughout their journey at United Colleges Group.

2. MAIN DUTIES AND RESPONSIBILITIES:

Tutorial Delivery and Student Engagement

· Deliver the college tutorial programme in collaboration with the Teaching, Learning & Development and Student Experience Teams.
· Deliver engaging tutorials and workshops focused on personal development, personal health and wellbeing, employability, career planning, life skills, and progression.

· Attend tutorial and teacher team meetings as required.

· Have a case load of student groups to act as personal tutor, to build positive professional relationships both with the student and the parent/carer/guardian where appropriate, to ensure each student maximises their opportunity to be successful at college 

· Support the ongoing development and review of tutorial resources and curriculum content to ensure relevance, inclusivity, and learner engagement.

· Actively participate in any appropriate training that supports their role.

· Promote high expectations, resilience, learner engagement, and the College’s Student Behaviour Framework.
· Contribute to a positive, inclusive, and supportive learning environment.

· Encourage student participation in the wider college community, enrichment opportunities, skills development, and progression activities.
Student Support and Progress Monitoring

· Act as a coach and mentor for an allocated caseload of tutor groups across one or more curriculum areas. 
· Monitor learner attendance, punctuality, academic progress, behaviour, engagement, and personal development.

· Use college monitoring, support, and disciplinary systems to identify concerns and implement timely interventions to improve learner outcomes.

· Conduct regular one-to-one progress reviews and group tutorial sessions to support learner achievement, aspirations, and wellbeing.

· Support learners to set targets, develop action plans, and achieve their individual goals and full potential.

· Identify barriers to learning and coordinate appropriate support and interventions.

· Liaise effectively with teaching staff, parents/carers, and external agencies to support learner progress and wellbeing.

· Attend and support parent/carers evenings

· Refer or signpost learners to appropriate internal and external support services where necessary.

Skills Development and Progression
· Support learners with progression planning, including university, apprenticeship, and employment applications.

· Support students with UCAS applications, personal statements, and references.

· Contribute to careers education, progression events, employability activities, and college-wide initiatives.
· Promote learner confidence, independence, and employability skills development.

Safeguarding, Welfare and Compliance

· Monitor and respond appropriately to safeguarding, wellbeing, and welfare concerns in accordance with college policies and procedures.

· Maintain accurate, timely, and confidential learner records and reports in line with data protection requirements.

· Contribute to quality assurance, learner tracking, and performance monitoring processes.

· Maintain an up-to-date understanding of safeguarding legislation and participate in mandatory safeguarding training.

· Comply with health and safety regulations and all relevant college policies and procedures.
Additional Duties  
Participate in or attend a range of other activities, including any of the following:

i. Staff training, development and CPD events organised by the College;

ii. Staff development, including the conduct of and participation in staff appraisal, and in-service training based on an assessment of individual and service needs; 

iii. Attendance and participation in the College’s induction programme;

iv. Publicity and public relations events;

v. Interviewing;

vi. Briefing meetings, team meetings, 1-2-1 meetings and other activities convened by the College;
vii. Attending and participating in the College’s induction programme; and  
2.6.2 Undertake other duties as requested by the College and provide services not only for the College but also for any Subsidiary commensurate with the post. 

PERSON SPECIFICATION 

	

	CRITERIA 
	ESSENTIAL 
	DESIRABLE 

	QUALIFICATIONS 
	a) A Level 3 qualification in an appropriate subject such as Youth and Community, Education, Psychology, Sociology or Health & Social Care 
	 

	
	b) 
	 

	
	c) 
	 

	CONTINUING PROFESSIONAL DEVELOPMENT                                                                 
	a) Commitment to Continuing professional development and to own learning and development.
	Evidence of previous continuing professional development. Literacy and numeracy qualification at level 3 or evidence
of operating at this level.

	
	b) 
	

	KNOWLEDGE/EXPERTISE
	a) Ability to successfully monitor student achievement and attendance.
	

	
	b) Able to prepare and present material in a clear, concise and logical intelligible and meaningful manner.
	 

	
	c) The ability to provide effective pastoral tutoring to a wide range of students.
	 

	SKILLS/
COMPETENCIES/ PERSONAL ATTRIBUTES
	a) Team work: Experience of, and commitment to, working as a member of a team and as a member of a multi-disciplinary team.
	 

	
	b) Communications Skills: ability to listen, show sensitivity and empathy in order to understand others’ perspectives; ability to communicate effectively to the audience, using written, verbal/oral skills.
	 

	
	c) Excellent organisation and planning, time and task management skills; ability to prioritise own work loads, working to tight deadlines.
	 

	
	d) Good interpersonal skills: patience and the ability to work with and relate to students of all ages and abilities and earn their respect and help them to develop to their full potential.
	 

	
	e) High self-motivated and enthusiasm about teaching and students work with an ability to inspire students to keep motivated.
	

	
	f) Commitment to understand and promote equality of opportunity and diversity. 
	 

	
	g) Commitment to understand and promote the College’s Policies, including: Health & Safety; Safeguarding; Prevent; Data Protection Policy, including the General Data Protection Regulation (GDPR) 2018, and Equality & Diversity together with practical ideas for implementation in the job.
	 

	
	h) Able to demonstrate personal alignment to the College’s corporate values 
	 


ENHANCED DBS WITH LIST CHECK 

The College requires an enhanced check of the Disclosure and Barring Service’s (DBS) children’s and adults’ barred lists. The certificate document issued following an application to the DBS for a criminal records check must contain and align with the personal information provided by the individual and the result of the checks undertaken. 

Disabled candidates meeting the essential criteria are guaranteed an interview.

The duties and responsibilities outlined above are not intended to be an exhaustive list. The role may evolve over time, and you may be asked to undertake additional tasks that are within your skills and capabilities.

ANNEX I: 

PROFESSIONAL STANDARDS FOR TEACHERS AND TRAINERS IN EDUCATION AND TRAINING

A. PROFESSIONAL VALUES AND ATTRIBUTES

Develop your own judgment of what works and does not work in your teaching and training.

· Reflect on what works best in your teaching and learning to meet the diverse needs of learners.

· Evaluate and challenge your practice, values and beliefs.

· Inspire, motivate and raise aspirations of learners through your enthusiasm and knowledge.

· Be creative and innovative in selecting and adapting strategies to help learners to learn.

· Value and promote social and cultural diversity, equality of opportunity and inclusion.

· Build positive and collaborative relationships with colleagues and learners.

B. PROFESSIONAL KNOWLEDGE AND UNDERSTANDING

Develop deep and critically informed knowledge and understanding in theory and practice.

· Maintain and update knowledge of your subject and/or vocational area.
· Maintain and update your knowledge of educational research to develop evidence-based practice.
· Apply theoretical understanding of effective practice in teaching, learning and assessment, and drawing on research and other evidence.
· Evaluate your practice with others and assess its impact on learning.
· Manage and promote positive learner behaviour.
· Understand the teaching and professional role and your responsibilities.
C. PROFESSIONAL SKILLS 

Develop your expertise and skills to ensure the best outcomes for learners.

· Motivate and inspire learners to promote achievement and develop their skills to enable progression.

· Plan and deliver effective learning programmes for diverse groups or individuals in a safe and inclusive environment.

· Promote the benefits of technology and support learners in its use.

· Address the mathematics and English needs of learners and work creatively to overcome individual barriers to learning.

· Enable learners to share responsibility for their own learning and assessment, setting goals that stretch and challenge.

· Apply appropriate and fair methods of assessment and provide constructive and timely feedback to support progression and achievement.

· Maintain and update your teaching and training expertise and vocational skills through collaboration with employers.

· Contribute to organisational development and quality improvement through collaboration with others.
