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Job Description
Job title:  Supported Internship Coordinator/Senior Job Coach
Reports to: Internship Project Manager/Youth Service Manager
Salary: £25,272.00
Start date: Fixed Term until 31st August 2022, with the possibility for this to b
Hours: 	36 hours per week 
Location: You will be required to regularly visit the internship programme in Newham but your admin/day to day tasks will be completed remotely (on site, at home) or at Generate’s office in Wandsworth. 
Introduction to Generate 
Generate has been creating opportunities and offering support to people with a learning disability since 1972.  We are committed to improving the lives of people with a learning disability by supporting and encouraging them in creative ways to access opportunities in their communities, take their place as citizens and reduce their reliance on services.  
Main purpose of job 
To support the Internship Project Manager with the smooth running of the service, ensuring the service is fully staffed with skilled job coaches throughout the course of the internship. Where required, support Interns in their work placements, helping them gain experience and teach them how to perform the tasks in their respective roles. An element of this post will require covering on site where job coaches are absent or off sick. 

Place of Work
You will be expected to work across all our host businesses in Newham where our interns are based, E.G Newham College, Beckton Asda, Newham Hospital etc. You will also be asked to work both from home and from our head office in Tooting, this being flexible to Generate and applicant’s needs.

Primary Responsibilities: 
· To support the Internship Manager with the smooth running of the Supported Internships in Newham (NSIP and Send Coffee)
· To support the Internship Manager with intern funding applications
· To liaise with Generate’s Finance Coordinator to ensure the invoices are being sent off in a timely manner
· Recruitment, line management and supervision of job coaches
· To cover sickness and absence of job coaches as required
· To liaise and build a professional relationship with Newham College, Newham Council and Workplace 
· To be flexible across all Generate’s projects and be willing to work cross project to suit Generate’s business need. 
· To be flexible and be able work outside normal working hours and, when appropriate, to be contacted out of hours.
· To contribute to Generate’s social media and website platforms, updating information relevant to the youth project. 
· With support from the Office Manager, to produce and market the activity programs for each service both internally and externally.
General Responsibilities 
· To be an active member of the staff team promoting team work and sharing in joint projects. 
· Liaise with key professionals and stake holders 
· Participate in the general running and development of the organisation. 
· Keep up to date with current issues and good practice in the field of employment, supported internship and employment trends locally. 
· Achieving targets set by line manager relevant to the development of the service. 
· Collect, analyse and share data measuring the effectiveness & impact of our services with partners and intern progression.  
· The post holder will need to be willing to work flexibility which includes some evenings/ weekend and bank holidays. 
· To attend training relevant to the job and safeguarding 
· Undertake any other reasonable task relevant to the post that your Manager or the Trustees may ask. 
[bookmark: _GoBack]Principles of Generate: 
1. Generate members will always be at the heart of Generate and at the centre of every decision 
2. Generate will dream big to enable people with a learning disability to explore, shape and develop their own futures 
3. Generate is committed to having respectful and genuine relationships with everyone 
4. Generate works to link people with their local communities and support them to maintain their connections 
5. The Generate approach is about using and developing our skills, knowledge and experience and engaging our hearts when we work each individual to improve their lives. 
6. Generate will work together with members, families, partners and stakeholders. 
7. Generate will empower people with learning disabilities to campaign for their rights 
Success at Generate is judged by outcomes and impact on the lives of members. Generate seeks to be an innovator in the work that it undertakes and the methods it uses where this can benefit current and future members. 
Generate is an equal opportunity employer
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