Education and Employment Manager (Alternative Provision)
Salary: £35,000 per annum pro rata (£21,000 to £28,000 depending on hours)
Hours: 21 to 28 hours per week (3 to 4 days per week)
Working Hours: Usually weekdays, 9.30am to 3.30pm, with flexibility to meet service needs
Contract: Fixed term contract for 3 to 6 months initially, with a strong possibility of extension subject to funding confirmation
Location: The Link, Woking, with community-based working across Surrey
Responsible to: Chief Executive Officer

About the Role
This is an exciting opportunity to lead and develop LinkAble’s Alternative Provision services for children, young people and young adults with SEND and additional needs.
The postholder will oversee our two key services:
EOTAS (Education Other Than At School) supporting children and young people aged 5-16 who are unable to access school-based education.  This intended to be short term, 1-1 support to prepare for a smooth transition back to school.
Livability Plus supporting young people aged 16+ to develop independence, employability skills, social confidence and pathways into volunteering, education or employment.   This supports young people from 1 day up to 3 days a week for at least a term, and provides opportunity to support their progression.
The role combines operational management, partnership working, service development and quality assurance. You will be responsible for ensuring that young people receive safe, engaging and highly personalised support that helps them achieve meaningful outcomes.
As a member of the charity's management team, you will contribute to the wider leadership, development and sustainability of the organisation.

Main Responsibilities
Service Leadership and Delivery
· Lead the day-to-day operation of EOTAS and Livability Plus services.
· Ensure services are person-centred, outcome-focused and meet the needs of individual participants.
· Respond promptly to referrals and enquiries from local authorities, schools, families and professionals.
· Carry out assessments of need and develop tailored support recommendations.
· Design, cost and negotiate individual support packages.
· Ensure appropriate staffing, resources and risk management arrangements are in place for each package.
· Monitor service quality, participation, attendance and outcomes.
· Ensure services comply with contractual, safeguarding and organisational requirements.
Learning, Employability and Programme Planning
· Develop personalised learning, employability and progression plans.
· Oversee the creation of lesson plans, session plans and outcome-focused programmes.
· Ensure activities are creative, engaging and tailored to individual interests, strengths and aspirations.
· Support progression into education, training, volunteering, community participation and employment wherever appropriate.
· Ensure programmes reflect best practice in SEND, autism and learning disability support.
Assessment, Outcomes and Reporting
· Develop person-centred outcome plans and review processes.
· Monitor and evaluate progress towards agreed outcomes.
· Produce reports for commissioners, families, schools and funders as required.
· Maintain accurate records and contribute to impact measurement and service evaluation.
· Work closely with the Operations Team to ensure effective data monitoring, reporting and compliance.
Partnership and Stakeholder Management
· Build and maintain strong relationships with Surrey County Council case officers and commissioning teams.
· Liaise effectively with schools, colleges, social care professionals, families and other stakeholders.
· Attend and contribute to reviews, planning meetings and professional discussions.
· Represent the organisation professionally and promote a positive reputation for the service.
Staffing and People Management
· Work with the Recruitment Team to develop and grow a skilled workforce able to meet increasingly complex needs.
· Recruit, induct, support and supervise staff and sessional workers.
· Identify training and development needs.
· Conduct regular supervisions, performance reviews and team meetings.
· Promote a positive, inclusive and supportive team culture.
Financial Management
· Prepare, cost and review individual support packages.
· Monitor service budgets and expenditure.
· Ensure accurate and timely invoicing of commissioned services.
· Support income generation through effective management of existing contracts and development opportunities.
· Contribute to business planning and financial forecasting.
Service Development and Promotion
· Promote Alternative Provision services through networking, presentations, workshops and events.
· Develop relationships with commissioners, schools and referral partners.
· Keep up to date with legislation, policy developments and best practice.
· Identify opportunities for service growth and improvement.
· Support fundraising and marketing activity by providing information, case studies and service expertise.
Strategic and Organisational Responsibilities
· Contribute as an active member of the organisation's Management Team.
· Prepare reports and papers for the Programmes Committee and other governance meetings.
· Work collaboratively with colleagues across operations, marketing, fundraising, finance and office management.
· Contribute to organisational planning and continuous improvement.
Safeguarding, Health & Safety and Compliance
· Act as a safeguarding lead within the service as appropriate.
· Ensure safeguarding concerns are managed and reported appropriately.
· Undertake and oversee risk assessments for activities, individuals and venues.
· Promote safe working practices and compliance with health and safety requirements.
· Participate in emergency planning, incident management and quality assurance processes.
· Ensure compliance with organisational policies and procedures.

General Responsibilities
· Attend training, briefings and meetings as required.
· Maintain confidentiality and GDPR compliance.
· Promote equality, diversity and inclusion.
· Undertake other duties consistent with the level and responsibilities of the role.

Person Specification
Essential Qualifications and Experience
· Experience of supporting children, young people or young adults with SEND, learning disabilities and/or autism.
· Experience within education, health, employability, social care or a related field
· Ideally a teaching qualification, high level teaching assistant or Level 5 Health and Social Care
· Experience of assessing needs and developing personalised support plans.
· Experience of managing staff, volunteers or teams.
· Experience of partnership working with professionals, families and external agencies.
· Experience of planning and delivering creative, outcome-focused activities or learning programmes.
· Experience of monitoring progress and producing reports.
· Experience of managing budgets, resources or commissioned services.
· Good IT skills and experience of maintaining accurate records.
Essential Knowledge
· Understanding of SEND, autism and learning disabilities including behaviours that challenge.
· Understanding of person-centred planning and outcome measurement.
· Knowledge of safeguarding responsibilities and best practice.
· Understanding of risk assessment and health and safety requirements.
· Understanding of the barriers faced by young people with additional needs in accessing education, employment and community opportunities.
· Confidence in reaching out to employers to secure work experience placemtns and job opportunities.
Essential Skills and Attributes
· Strong leadership and organisational skills.
· Ability to build positive relationships with a wide range of stakeholders.
· Excellent communication and interpersonal skills.
· Ability to work independently and prioritise competing demands.
· Creative and solution-focused approach.
· Strong report writing and administrative skills.
· Financial awareness and ability to manage resources effectively.
· Flexible, resilient and able to adapt to changing circumstances.
· Commitment to inclusion and empowering people to achieve their potential.
Desirable
· Teaching qualification, SEND qualification or relevant professional qualification.
· Experience of EOTAS provision.
· Experience of supporting young people into employment, volunteering or further education.
· Knowledge of Surrey County Council SEND processes.
· Experience of managing commissioned services.
· Experience of autism-specific approaches such as Attention Autism, Intensive Interaction, Makaton, PDA-informed practice or Positive Behaviour Support.
· Experience of supporting individuals with complex behaviour, communication needs, medical needs or personal care requirements.

What We Offer
· The opportunity to shape and develop an innovative Alternative Provision service.
· A senior leadership role within a respected local charity.
· Significant scope for professional development and progression.
· Investment in specialist training including areas such as: 
· Safer Intervention
· Intensive Interaction
· Attention Autism
· Makaton
· PDA-informed practice
· PEG feeding and other specialist support training
· Flexible working arrangements.
· The opportunity to make a genuine difference to the lives of children, young people and young adults with additional needs.
This role would particularly suit individuals seeking to develop a specialist career in SEND, alternative provision, employability or preparation for adulthood services, and those looking to progress into wider educational or operational leadership roles.

