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Job Description
ROLE: Education, Training & Employment (ETE) Co-ordinator

RESPONSIBLE TO: Service Manager/Housing Operations Manager

OVERALL PURPOSE OF ROLE:

To support residents living in supported accommodation to access education, 
training, volunteering, and employment opportunities, helping them build skills, 
confidence, and promoting independence.

MAIN TASKS AND RESPONSIBILITIES:

1. Resident Support
1.1 Build positive, professional relationships with residents, promoting trust, 

engagement, and confidence.
1.2 Assess residents' goals, strengths, and barriers to education, training, and 

employment.
1.3 Contribute to the resident’s support plan with a comprehensive plan of action 

and provide support and guidance.
1.4 Assist with CV writing, job searches, applications, interview preparation, and 

digital skills.
1.5 Encourage independence, resilience, and personal growth to help residents 

achieve their aspirations.

2. Education, Training & Employment
2.1 Connect residents with courses, apprenticeships, volunteering, and 

employment opportunities.
2.2 Build and maintain partnerships with employers, colleges, and training 

providers.
2.3 Monitor progress and provide ongoing mentoring to sustain positive outcomes.

3. Activities Programme
3.1 Plan and deliver group activities that promote employability, wellbeing, 

independence, and social inclusion.
3.2 Facilitate in-house workshops and activities such as cooking and healthy 

eating, digital skills, budgeting, confidence-building, employability, and 
wellbeing sessions.

3.3 Ensure activities are safe, accessible, and aligned with residents' goals.
3.4 Encourage resident participation and use feedback to shape future activities.

4. Partnerships, Safeguarding & Reporting
4.1 Work with external agencies and attend multi-agency meetings.
4.2 Promote safeguarding, equality, inclusion, and trauma-informed practice.
4.3 Maintain accurate records, monitor outcomes, and contribute to service 

improvement.

5. Other
5.1 Speak out when you see something that is wrong or that we can improve on. 
5.2 Maintain confidentiality and adhere to General Data Protection Regulations 

(GDPR). 
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5.3 Remain vigilant about cybersecurity and report any concerns. 
5.4 Use all resources appropriately and efficiently. 
5.5 Attend and positively engage with all mandatory training.

The list of tasks is not an exclusive one and duties may be varied from time to 
time by the Supported Housing and Services Manager.  This job description is 
subject to regular review.
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Person Specification and Competencies
ROLE: Education, Training & Employment (ETE) Co-ordinator
 

We are looking for people who are able to demonstrate strengths in the following key 
competencies which are important in this role.  During the selection process we will 
be looking for evidence that you have demonstrated the following key competencies 

4.4 Essential
1.1 Experience supporting vulnerable adults in housing, social care, or community 

settings.
1.2 Ability to Build and maintain positive, professional relationships with residents, 

encouraging trust, engagement, and participation.
1.3 Ability to work as part of a team, working collaboratively with Supported 

Housing Officers.
1.4 Experience planning, delivering employability, education, training, or support 

programmes.
1.5 Understanding of barriers to employment and learning.
1.6 Knowledge of safeguarding and professional boundaries.
1.7 Strong communication, IT, organisation, and record-keeping skills.

4.5 Desirable
2.1 Relevant Level 3 qualification or above.
2.2 Experience in supported housing.
2.3 Knowledge of welfare benefits, employment support services, and trauma-

informed practice.

4.6 Skills & Values
3.1 Coaching and motivational skills.
3.2 Ability to manage a varied caseload and work collaboratively with staff and 

residents
3.3 Strong problem-solving and partnership-working abilities.
3.4 Commitment to equality, diversity, respect, and resident empowerment.
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