Job title: Internship Project Manager – (Development focus)
Reports to: Youth Service Manager  
Salary: £28,880
Hours:  36 per week, Monday to Friday 
Location: Flexible travel required across London. Our current internship sites are across Newham, Hackney and Leytonstone – flexible travel required across London at our current sites, potential new sites and our head office in Wandsworth. 
Some flexibility to work remotely. 
Introduction to Generate: 
Generate has been creating opportunities and offering support to people with disabilities since 1972.  We are committed to improving the lives of people with disabilities by supporting and encouraging them in a creative way to access opportunities in the community, be active citizens and reduce reliance on services.   
[bookmark: _GoBack]Main purpose of job:  
Alongside the other Internship Project Manager, have oversight of the day to day management of our internship sites across Newham, Hackney and Waltham Forest. This includes recruiting and supervising job coaches across all sites, ensuring funding applications are processed in a timely manner and managing the partner relationships. 
This role will focus on the future development and growth of our internships – attending network meetings, seeking growth opportunities to gather more interest and business for future partnerships and internship sites, project search in particular. 
Key Responsibilities: 
Duties will include but are not limited to:- 
· Have oversight of Generate’s internships across Newham, Hackney and Leytonstone 
· With the support of the other Internship Manager, Internship Coordinator and Internships Admin, manage the ATW grant and invoicing process, securing funding – submitting funding applications. 
· Managing Generate’s Partner relationships 
· Line management of job coaches/coordinator
· Facilitating staff inductions 
· Identifying and booking staff training 
· Complete and monitor staff rotas and placements and organise cover when necessary 
· Onsite supervision of staff Supported Internship Scheme 
· Read and respond to job coaching reports and supervise staff to act on the targets set.  
· Remote site visits to develop and maintain staff, client and employer relations and agree follow up actions and solutions with the support of the Youth Services Manager
· To be on site and provide job coaching support as required 
· To be the first point of contact for job coaches, leads and tutors 
· Ensure quality and consistency in service delivery 
· Monitor and ensure that job coaches comply with Generate’s lone working policy and duty system
· Directly report site issues and safeguarding concerns to the Youth Service Manager and safeguarding lead at the internship sites
·  Develop new business opportunities 
· With the support of the Finance Administrator, create and monitor the paperwork required by the DWP process across all sites – broken down funding application and invoicing
· Ensure that all paper work is submitted by the set deadline – ideally before the course starts.
General Responsibilities 
· To be an active member of the Generate staff team
· To comply with all relevant Generate policies, procedures and guidelines, including but not limited to Equal Opportunities, Health & Safety, Safeguarding ,and Confidentiality of Information
·  To represent Generate positively in a variety of situations and respond professionally to general enquiries
· Willing to work extra hours at short notice where required to meet the needs of Generate 
· To travel to other Generate sites in London as required
· Keep records and report on outcomes of your work
· Keep up to date with current issues and good practice in the field of disability
· Engage with support offered by colleagues and undertake training as required
· Undertake any other reasonable task relevant to the work of the organisation that may be requested by the management team

Person Specification 
Essential – E
Desirable - D
	An understanding of the barriers to employment faced by people with physical disabilities, learning disabilities, Autism Spectrum Disorders, specific learning difficulties and mental ill health - E

	A working knowledge of the Equalities Act 2010  - E

	Experience of supporting disabled people in the workplace  - D

	Experience of advocating for disabled people on employment rights or matters of discrimination - D

	Knowledge of assistive technology  D

	An understanding of the Access to Work Programme, Supported Internships and Apprenticeships   D

	Experience of effectively supervising  staff - E

	A basic knowledge of HR processes - E

	Knowledge of health and safety in the workplace - E

	 A knowledge of Pan London Multi-Agency Adult Safeguarding Policy and Procedures - E

	 An understanding of person centred approaches for support - E

	A knowledge of the current data protection legislation - E

	Intermediate to advanced knowledge of MS Excel and MS office applications - E

	Precision and accuracy with numbers - D

	Clear written and verbal communication skills - E

	Effective problem solving skills - E

	A demonstrable ability to manage competing workloads and working to deadlines - E

	High attention to detail and an ability to produce clear and accurate reports - E

	Develop and maintain positive relationships with colleagues - E



