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This role has been ring-fenced for Bexley Care Leavers.  
Young people who are Bexley ‘Care Leavers’ between the age of 18-25 may apply.

London Borough of Bexley
Young Director Internship  
Job Title:               
Young Director Intern  
Management Team:
Children’s Social Care
Department:           
Transitions & Leaving Care 
Location:
Civic Offices, 2 Watling Street,


Bexleyheath, Kent DA6 7AT

Reports to:
Participation Leader/Service Manager TLC 
Salary:
Bex03 (£13.77per hour)  
Hours:
Casual (Minimum commitment of 8 hours per week)  
Duration: 
6 months fixed term minimum up to 12 months 
This role includes providing support for some after school, evening and weekend activity, and the candidate will be required to be flexible with availability throughout the year (including during school holidays).  While this role is offered on a casual basis, there is opportunity to consider an apprenticeship pathway as part of the role for candidates meeting the criteria for this.  
A Young Director Internship would ideally suit someone who is well organised; who wants to make a difference in young people’s lives and who has a passion for helping young people and driving initiatives forward. The role needs to be flexible and meet the needs of both the team and the service’s wider agendas. Key objectives for the team are to promote the education of looked after children, and to support young people preparing to leave the council’s care with developing their participation and growing independence.  The intern would therefore be involved in direct work in school or college, and through extended participation activities across the phases (Early Years, Primary, Secondary and Post 16) with a focus on reaching identified targets and improving outcomes.  The intern will be encouraged to work with new initiatives and to suggest ideas to improve the service. This role supports progression towards a range of employment and further education pathways.    

Main purpose of the job: 
This internship opportunity will provide the opportunity for a care experienced candidate to gain valuable skills, knowledge and behaviours in the workplace. Work based learning and experience in Children’s Services (social care and education) will enable the intern to thrive and also achieve a valuable qualification.  The intern will provide day-to-day support and assistance in a wide range of work undertaken by the department and will represent the voice of children and young people as ‘Young Director’ at special events and meetings. 
Major Duties and Responsibilities: 
The intern will be expected to: 
 Work with colleagues, taking instruction, giving feedback and meeting the needs of the team. 

 Attend regular supervision with workplace mentor and line manager, as well as meetings with centre examiner to complete the Award.   

 Support a range of activities which includes Total Respect training, Total Commitment interview panels and Total Participation Peer to Peer mentoring under supervision.  

 Support children and young people during special projects offered by the service, and contributing to the organisation and leadership of trips and special events.  

 Support the learning and development programme of the service, participating in Total Respect training events and also sharing knowledge and feedback of the client group.  

 Be self-motivated, plan and organise their workload and meet appointments and timetable commitments on time.  The individual must be able to work on their own and within the team and be able to demonstrate initiative and meet deadlines in the workplace and for the Award on time. 

 Communicate with both internal and external customers to a high standard using a range of communication methods (verbal, written, telephone, email, letter etc). 

 To deliver an excellent level of customer service at all times and be able to display understanding and empathy in certain situations. 

 Research and collate data/information required to support the service and to submit tasks within agreed timescales. 

 Make the best use of appropriate ICT systems including the Council’s internet and intranet, email and other software packages in order to provide an efficient and effective service. 

 Comply with the use of ICT systems to ensure good practice is adhered to. 

 Report to line manager if agreed timescales, targets and service standards cannot be met. 

 Provide general information and advice regarding the services provided by the team. 

 To undertake any other duties that may be reasonably required both in the workplace and as part of the qualification. 

Young Director Intern   
Under supervision the intern will be expected to: 

· Assist and support the team with both administrative and hands-on practical support. This will include: 

· Providing support to help facilitate and deliver agreed enrichment activities, trips and events 

· Providing direct support in education setting, which may include in class support or direct work under supervision 

· Providing advice, guidance and mentoring for young people under supervision 

· Support activities, projects and events organised by the service 

· Work on ICT systems to accurately record data or to create reports 
· Handle customer enquiries (internal and external) in an empathetic way 

· Taking notes, following up actions and tracking enquiries 

· Handling telephone, email and face-to-face enquiries 

· Support delivery of processes and systems within the team  

· Plan and organise workload using all available resources and tools 

· Work within deadlines and be able to prioritise duties 

· Demonstrate excellent customer service skills that complies with the organisation’s procedures 

· Comply with all aspects of safeguarding, confidentially and statutory processes informing our work with children in care.  

Job Activities: 
The role of the intern is to deliver activity that supports the services participation priorities, including the mentoring of children and young people towards learning outcomes.  The individual will be expected to build on their current skills and work in a flexible manner to carry out appropriate work to support service objectives.    

Knowledge, Competence and Skills:   Person Specification
	SELECTION CRITERIA
	ESSENTIAL/

DESIRABLE 
	METHOD

OF ASSESSMENT

	1. Education  
GCSE Maths and English (or equivalents) at Grades 4 (or D) or above (or Level 2) 

You must not hold a similar ILM qualification in the same assessment group.  
	Desirable 

	Application Form


	GCSE (or equivalent) in ICT 

	Desirable
	Application Form 



	2. Ongoing Training
Entry with City & Guilds to complete the Award 
	Essential


	The organisation will organise this for the successful candidate


	3. Relevant  Experience and Knowledge
Demonstrate good knowledge of the scheme, qualification and organisation.  Show desire, passion and commitment to the scheme.
Demonstrate a professional, flexible and proactive approach to work with good working knowledge of organisational procedures and legislation.

Knowledge of specific needs of children in care, and care leavers, particularly challenges they may experience in education, training and employment in order to inform support role. 

Experience of working with children and young people in education and enrichment activities, with knowledge of strategies to promote engagement and learning outcomes. 

Experience of using ICT packages to input and manipulate data, which must include Word, Outlook, Excel, Powerpoint
Work experience in the chosen vocational area 
Good written and verbal communication skills.  Ability to pay attention to detail. 
Ability to maintain confidentiality, professionalism and sensitivity in all circumstances.
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Essential 

Essential for admin/customer service
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Essential
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	Application Form/Interview
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