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  Dear Applicant 
 
 

I am delighted to provide an application pack for this post at Huddersfield New College. Hopefully the 
information provided will be of interest to you and will help you in taking your application forward. 

 
Huddersfield New College has operated as a Sixth Form College since 1974, and across the 44 years to 2019, has 
established a national reputation as an Outstanding College. The College had its last OFSTED inspection in April 
2016. The report is available to view on our website and at https://reports.ofsted.gov.uk/ 

 

The College currently has around 2450 students on roll. In summer 2018, again, we celebrated their outstanding 
success on A levels and BTECs, with student progress at advanced level in the top 15% nationally, for the third 
year in a row. We want to continue to achieve this level of success year on year. Crucial to this is that we are at 
all times ambitious about what our students can achieve; this means that we are looking for new colleagues who 
genuinely embrace our goal to ensure that all of our students achieve their very best at Huddersfield New 
College. 

 
I make no apologies for stating that we also want to work with colleagues who are passionate about wanting to 
work with young people. This means that we are also looking for new colleagues who have an unconditional 
positive regard for young people. Our College is no place for cynics and so we only want to appoint and work 
alongside people who genuinely want to make a positive difference to the lives of the young people who come 
under our care and guidance. 

 
Working at Huddersfield New College is demanding. Everyone works hard and so new colleagues should also 
have a willingness to work hard and to go the ‘extra mile’ for our students: many of our students would not be 
as successful as they are without this. However, I can assure you that you will be appreciated for this hard work 
and that you will be provided with excellent support, continuous professional development and the resources 
to carry out a first class job. 

 
I am extremely proud to be Principal of Huddersfield New College. We transform lives. This is the moral 
dimension to our work, so recruiting and selecting people who will be equally proud to work here, and who want 
to make a positive difference to the lives of young people through education, is crucial. If you are inspired by this 
moral purpose and the opportunity to make a positive difference, then please apply. 

 
Finally, I would like to say that I do appreciate how long it takes to apply for jobs. If you do decide to apply, I 
appreciate your investment of time and, whatever the outcome, I wish you well in the  future. 

 
Yours sincerely 

 
Angela Williams 

Principal 
 

https://reports.ofsted.gov.uk/


 
 
 
Job Description 
 

 
Application Guidance  
 
The Job Description details the duties and responsibilities of the post. The Person Specification details the skills and 
personal attributes required in order to fulfil the role.  Your supporting statement should demonstrate how you 
meet these criteria and key skills relevant to the job description. 
 
Essential The successful candidate must meet the essential criteria in full, in order to be able to fulfil the role. 
 
Desirable Although not essential, the post holder may also be asked if they have further desirable experience and 

skills. 
 
Where criteria are to be identified through testing, this may involve scenario-based or hypothetical questions and a 
combination of written exercises, literacy and numeracy assessments, presentations, and other practical 
assessments relevant to the role. For teaching positions, candidates will usually be asked to deliver a micro-teaching 
session to facilitate assessment of teaching ability. 
 
 
 
 
 
 
 



 
 
 
Job Description 
 

 
 

Job title Learner Placement Officer – Child Care Education (CCE) 

Job reference HS1920/15 

Team The post holder will be a member of the Sport, Health and Early Years team 

Line Manager Head of Faculty 

Remuneration* 
Range 29 - 31 of the NJC pay spine for Support Staff £23,496 - £24,947  
(£14,726 - £15,636 pro rata to reflect reduced hours and reduced weeks 
contract) 

Contractual* 
Permanent  
30 hours per week, 35 weeks per year  
 

* Valid at date of appointment 
 
Overall Focus: Realising the College’s Vision  
All staff are expected to contribute fully to the shared objective of remaining an outstanding sixth form 
College providing an outstanding sixth form education for all students, as detailed in the College’s Vision: 
To remain an outstanding Sixth Form College, providing high quality sixth form education for all our 
students, enabling them to fully realise their potential, develop as responsible young adults, and progress 
successfully, and with confidence, to further learning and their future career. 
 
Key Focus of the specific role: 

1. To support, monitor and review learner placements in accordance with the Awarding Body and 
College procedures and requirements. 

2. To support and guide students while on placement, also acting as a representative of and 
ambassador for the College.  

3. To work with colleagues within the team and operate flexibly with tasks as required. 
 
Duties and Responsibilities 
In the first instance, your duties and responsibilities are outlined below.  As the needs of the College 
change, you will be expected to take on or relinquish responsibilities, as directed by your Line Manager 
or the Senior Leadership Team, as appropriate. 
 

1. To visit students in placements in order to carry out observations, check documentation to give 
appropriate feedback on progress and provide the opportunity for issues to be discussed. 

2. To provide the students, particularly those in need of additional help, with a direct contact to offer 
support and guidance.   

3. To undertake regular visits to students, as requested, on work based placements as well as 
preparing the necessary feedback to tutors and observer note completion. 

4. To ensure that accurate records are taken in the form of observations reports after each individual 
placement visit. 

5. To monitor and liaise with placement supervisors and managers regarding individual progress. 
6. To liaise and meet with College staff regarding the necessary units to be covered in the placement. 
7. To attend relevant courses and keep up to date with changes to the curriculum offered. 
8. To attend College course team meetings where applicable.  
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Wider contribution to HNC 

1. Operate at all times within the stated policies and practices of the College and actively promote 
them. 

2. Play a full part in the life of the College, to support its distinctive mission and ethos and to 
encourage other staff and students to follow this example. 

3. Accept the shared responsibility of all colleagues for student behaviour through collective 
oversight of the College during the College day, helping to maintain a harmonious environment, 
with good order and discipline among students, and safeguarding their health and safety. 

4. Work co-operatively with other staff in the College, as relevant, to implement the College’s 
annual Quality Improvement Plan. 

5.  Maintain effective working relationships with others and set a good example through personal 
presentation and personal and professional conduct.  

6. Attend and contribute to meetings in accordance with the College Calendar and as directed by 
the Line Manager or the Senior Leadership Team. 

7. Participate in arrangements made for the annual self-assessment of the performance of the 
departmental area. 

8. Participate in arrangements made for the appraisal of individual performance, in the context of 
the College’s Professional Development Review cycle.  

9. Participate in appropriate further training and professional development, both internal and 
external, to update professional practice, reflecting individual needs identified during the 
Professional Development Review process, and/or departmental or whole College quality 
improvement goals, identified through the annual self-assessment process.   

10. Be familiar with the College’s Health and Safety Policy, Child Protection Policy and Safeguarding 
procedures and the Prevent Strategy and Risk Assessment action plan and implement them as 
appropriate, both when on the College premises, and when on authorised off-site College 
activities. 

11. Ensure the safe and secure handling and storage of personal data belonging to students, staff 
and other parties in compliance with General Data Protection Regulations. 

12. Play a co-operative and supportive role within department area, and the College as a whole, 
through the sharing of good practice, and mentoring / coaching activities for less experienced 
staff, where this is appropriate.  

13. Have a flexible approach to work, which could include occasional evenings, and very occasional 
Saturdays, as scheduled in the annual College Calendar and for teachers the annual Working 
Time Document too. 
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Person Specification  Essential Desirable Method of 

Assessment 
Education and Qualifications 
Minimum of Level 2 qualification in literacy and numeracy 
(e.g. GCSE English and Maths at grade A*-C) or able to 
demonstrate equivalent level of ability. 

√  Application 

One of the following: 
• An early years teaching qualification in Key Stage 1, 2 or 

the foundation stage. 
• A childcare qualification equivalent to Level 3 or above 

plus two years post-qualifying experience. 
• A paediatric nursing or health visiting qualification. 
• A social work qualification with experience in 

family/early years work. 
 

 

√  Application 

Relevant Assessor qualifications. The following qualifications 
can be used in relation to assessment:  

• D32 Assess Candidate Performance and D33 Assess 
Candidate Using Differing Sources of Evidence  
• A1 Assess Candidate Performance Using a Range of 
Methods and A2 Assessing Candidates’ Performance 
through Observation  
• Level 3 Award in Assessing Competence in the Work 
Environment (for competence/skills learning outcomes only) 
• Level 3 Award in Assessing Vocationally Related 
Achievement (for knowledge learning outcomes only) 
• Level 3 Certificate in Assessing Vocational Achievement 
• Qualified Teacher Status  
• Certificate in Education in Post Compulsory Education 
(PCE)  
• Certificate in Teaching in the Lifelong Learning Sector 
(CTLLS)  
• Diploma in Teaching in the Lifelong Learning Sector (DTLLS) 

√  Application 

Experience 
Experience in supporting students on vocational placements. √  Application/Interview 
Experience of Childcare and Education. √  Application/Interview 
Skills and Knowledge 
A thorough knowledge and understanding of the field of 
Childcare and Education. 

√  Application/Interview 

Able to demonstrate personal effectiveness skills at all 
levels, to be organised and to be able to work without 
supervision. 

√  Application/Interview 

Able to communicate in a professional manner to maintain 
and increase practical placement provision, liaise with other 
staff and tutors to promote and support the work of the 
CCLD department. 

√  Application/Interview 

The ability to use basic word processing programmes √  Application/Interview 
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The ability to write reports and manage statistical 
information. 

√  Application/Interview 

An understanding of awarding body criteria. √ √ Application/Interview 
Knowledge of Health and Safety requirements within the 
context of the professional practice placement.  

 √ Application/Interview 

Excellent organisational skills. √  Application/Interview 
Attitude and Personal Qualities 
To be flexible and supportive for students and College 
tutors. 

√ 
 

Application/Interview 

Ability to work under pressure and to deadlines. 
 

√ 
 

Application/Interview 

Holding a driving licence and own transport. Willing to travel 
to a range of work placement venues/locations at the times 
necessary to effectively monitor students’ progress.  

√ 
 

Application/Interview 

Ability to establish and maintain good relationships with 
others. 

  Application/Interview 

Committed to continuing professional development.   Application/Interview 
© Commitment to HNC Vision and Values  √  Application/Interview/ 

References 
© Commitment to the Safeguarding of young people  √  Application/Interview/ 

References 
© Commitment to Equality and Diversity  √  Application/Interview/ 

References 
© Suitable to work with children √  Enhanced DBS 

Clearance/References 
 
© Core requirement for this job 
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