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            Work Placement Co-ordinator 

£16,225 - £18,073 

37 Hours per week: some  

flexibility may be possible 

Term Time plus 1 week 

From November 2021  

We are looking for a dynamic Work Placement Co-ordinator to help our students find 

suitable work experience placements. This position will involve liaising with students, 

employers, parents and staff. This role will also involve visiting students on placement. 

Work experience changes students’ lives. It opens their minds to new possibilities and 

allows them to make industry contacts. It is a fundamental part of what we do – and what 

we believe – at UTCN. 

UTC Norfolk is a 14-19 school with a fantastic 21st century learning space and a burning 

ambition: to develop tomorrow’s health and engineering professionals. To do this, we aim 

to ensure that our students have the skills, qualifications and experience to go to 

university or to take-up skilled employment. Now in our seventh year, we have done just 

that: our class of 2020 are now studying at top universities, are employed, or are working 

in well paid apprenticeships. Prospects for our 2021 cohort look even better! UTCN was 

graded ‘Good’ across all areas by OFSTED in May 2019. 

 

 If you are: 

• An excellent communicator used to dealing with business people 

• Enthusiastic about supporting young people to fulfil their career aspirations 
• An effective administrator 

• Outgoing, enthusiastic and flexible 

• Educated to Level 3 (A Level, NVQ III) or above with high standards of literacy 

• Car driver and owner 

 

Then we want to hear from you. For further information and to apply, please see our 

website www.utcn.org.uk 

 

Closing date: 9.00am, Friday, October 15                 Interviews: w/c October  18 

 

UTCN is committed to safeguarding and promoting the welfare of young people. All 

appointments will be subject to an enhanced DBS check.  

 

 

 

 

 

http://www.utcn.org.uk/


2 | P a g e  
 

 

 

September 28, 2021 

Dear Candidate 
 
Thank you for your interest in University Technical College Norfolk. 
 
We are looking for a dynamic Work Placement Co-ordinator to help our students find suitable 

work experience placements. This position will involve liaising with students, employers, parents 

and staff. This role will also involve visiting students on placement. 

Work experience changes students’ lives. It opens their minds to new possibilities and allows 

them to make industry contacts. It is a fundamental part of what we do – and what we believe – 

at UTCN. 

UTC Norfolk is a 14-19 school with a fantastic 21st century learning space and a burning ambition: 

to develop tomorrow’s health and engineering professionals. To do this, we aim to ensure that 

our students have the skills, qualifications and experience to go to university or to take-up skilled 

employment. Now in our seventh year, we have done just that: our class of 2020 are now studying 

at top universities, are employed, or are working in well paid apprenticeships. Prospects for our 

2021 cohort look even better! UTCN was graded ‘Good’ across all areas by OFSTED in May 2019. 

 
If you do not have an educational background, please don’t let that hold you back from applying. 

We will provide training and support to help you develop your skills. This position is advertised 

as 37 hours per week, however, there may be some scope for flexible working. 

If we can provide any further information, please do not hesitate to get in touch. 
 

 

Alex Hayes 

Headteacher 
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Key Facts 

 

• We have £1.3m of specialist equipment on site 

• We are currently recruiting for Year 10 (up to 130 places) and Year 12 (100 places) 

• In due course, UTCN will have up to 420 students from Year 10 to Year 13 

• The student body is well motivated and, in many cases, extremely able 

• Typical hours for students are from 9.00am to 3.00pm, with a longer day on Tuesdays and 

Thursday 

• The curriculum is employer-led 

• We offer a wide range of extra-curricular type activities within the Enrichment 

Curriculum 

• UTCN was inspected by OFSTED in May 2019 and was graded ‘Good’ across all areas 

 

Employer Support 

A key difference of UTCN is that we are supported by many of the leading employers and 

businesses in the county. There are currently some 40 regional and national employers and 

employer organisations who are actively engaged with UTCN. 

 

The UTCN Board 

Reflecting the key role that employers will take, the UTCN Board is made up of employers in the 

advanced engineering and energy skills sectors: 

• Nicola Finch of Future Marine Services and SafeSTS  

• Peter van der Horst of KLM 

• Roger Bennington of Long Stratton Motor Company 

Additionally, the Board is made up of: 

• Ben Milner of UEA 

• Julie Schofield of UEA 

• Alex Hayes of UTCN 

• Claire Oliff of UTCN 

• Kathryn De Ferrer 

• Lee Rees 

• Steve Love  

• Jean Wilcox (Parent Governor) 

 

The Curriculum 

Our curriculum has been devised to reflect the needs of local employers, but it also provides a 

solid base for students to progress generally. Post-16 students also undertake Industry led 

projects. 

 

Basic Salary  

Salaries are paid in twelve equal instalments on the 19th day of the month by direct credit transfer.   
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Other Benefits 

Membership of the Local Government Pension Scheme will apply to this role. This is a defined 

benefit scheme with a significant employer contribution. UTCN staff also benefit from 

membership of BHSF. 

 

Professional Appearance and Dress  

The principle of smart business dress for staff applies.  

 

Safeguarding 

UTCN is committed to safeguarding and promoting the welfare of young people. All appointments 

will be subject to an enhanced DBS check.  

 

Working Pattern 

This role is for 37 hours per week term time plus 1 week. The core hours of work will be term-

time from 0800 to 1600, finishing at 1530 on a Friday, with 30-minutes unpaid for lunch (usually 

from 1pm to 1.30pm). This totals 37 hours per week. There may be some scope to vary these 

hours slightly. 

 

Occasionally, we may ask you to work outside of these hours eg. when visiting careers events or 

employers. Time of in lieu will be granted when this occurs. 
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Job Description 

Job Title: Work Placement Co-ordinator 

Reports to: Employer Engagement Co-ordinator 

Grade: Support Staff, Scale 4  

Overarching Job 

purpose: To support students to find – and benefit from - successful work placements 

 

Work Placements 

1.  To cultivate employer links to secure work placements for students, contacting employers as necessary 

and maintaining the employer database 

2.  To match students to suitable placements 

3.  To support students in preparing for work placements 

4.  To administer work placements, keeping full records 

5.  To visit students on placement, providing feedback to students and liaising with the employer 

6.  To liaise with the Pastoral Team and Attendance Officer to ensure good attendance of students on work 

placement 

7.  To liaise with Careers Advisor to organise work place health & safety checks where required 

8.  Add careers and work experience opportunities to Compass + 

9.  To work with teaching staff to ensure that students reflect fully on their learning from work experience 

Student Support 

 

10.  To regularly discuss careers and work experience opportunities with all students and support those who 

need further guidance, especially during Private Study time 

11.  To organise and maintain records of careers appointments 

12.  To contact parents to discuss work experience requirements and offer support and guidance 

General Responsibilities  

 

13. To keep up-to-date on developments in education eg. T Levels  

14. To provide lunchtime and break Library cover 

15. To meet and participate in Careers Team meetings 

16. To attend Norwich Opportunity Area meetings, reporting back 

17. To create and maintain effective working relationships at all levels within the organisation and with 

external organisations, providing high levels of customer service to all members of UTCN 

18. To undertake any other similar duties of this level as required by the Headteacher, Assistant Headteacher 

or Employer Engagement Co-ordinator  
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Person Specification 

Attributes Essential Desirable 
Qualifications 
 
 

• Qualified to at least level 3   

Experience 
 

• Commercial experience 
• Administration experience 

 

• Experience of working with 
young people 

• Careers and work experience 
knowledge 

 
Skills 
 
 

• Excellent communication skills 

• Good customer service skills 

• Proficient IT user 
 

 

Personal 
Qualities 

• Enthusiastic about supporting 
young people to fulfil their career 
aspirations 

• High expectations for young people 

• Optimistic and enthusiastic 

• Determined 

• Organised 

• Team player 

• Resilient 
 

• Innovative 

• Sense of humour 
 

Other • Car driver 
• High standard of personal 

presentation 
• Ability to relate to young people  
• Available to work flexible hours 

including occasional evenings and 
Saturdays 

• Professional manner 

• High personal standards of literacy  

• Determination to ensure that UTCN 
is the top provider of its type in the 
country 
 

 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 



7 | P a g e  
 

Further information 
 
The UTC Norfolk website is: www.utcn.org.uk  
 
You will also find our Twitter feed a useful source of information: @utcnorfolk 
 
More information about the UTC programme and the Baker Dearing Trust can be found at 
www.utcolleges.org  
 
To arrange an informal discussion about this role, please contact Sophie Skipp, Employer 

Engagement Co-ordinator on 01603 580280 or via sophie.skipp@utcn.org.uk  

 

Visits to UTCN 

During the interview process, there will be ample opportunity to see the building and meet key 

staff. However, if you would like to visit UTCN prior to application, please contact Sophie as above. 

 

Application 

Please apply using the UTCN online application form. This can be found at: 

www.utcn.org.uk/job-vacancies  

As part of the application, you will be asked to submit a supporting statement, this supporting 

statement should: 

 

1. Explain why you would like to work at UTCN. 

2. Address each element of the Person Specification individually and using a separate sub-

heading eg.  

 

Qualifications 

 

Experience 

Please note that candidates who do not follow this guidance will not be shortlisted. 
 

 

Closing date: 0900, October 15, 2021   Interviews:   w/c October 18, 2021 

 

http://www.utcn.org.uk/
http://www.utcolleges.org/
mailto:sophie.skipp@utcn.org.uk
http://www.utcn.org.uk/job-vacancies

