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Job Description
ESOL and Careers Coordinator 

	Service:
	Community Engagement and Place-Based Working
	Team:
	Cohesion and Integration Team

	Location:
	Preston County Hall

	Salary range:
	£28,142 - £32,061
	Grade:
	6

	Reports to:
	Refugee Resettlement ESOL Coordinator
	Staff responsible for:
	0



	Scope of Work:

	
This role is dedicated to improving access to English language learning and career support for refugees and resettled individuals in Lancashire. It involves leading innovative ESOL and employability initiatives by recruiting, training, and supporting local volunteers to deliver community-based classes and workshops. The post holder will design creative solutions to overcome barriers such as transport and isolation, conduct assessments, develop Personal Education and Employment Plans (PEEPs), and monitor learner progress using database systems. Building strong relationships with learners and local stakeholders is essential to promote integration and community cohesion. The role requires travel across Lancashire and a commitment to face-to-face engagement. This role will work in communities across Lancashire and therefore it is essential that the post holder has a car and is willing to travel.


	Accountabilities/Responsibilities

	
The role holder will:
· Assess the English language needs of refugees resettled in their area of the county and support individuals to complete a PEEP (personal education and employment plan) which will ensure they have a clear 3-5 year education plan detailing how they can achieve their career goals;
· Work in collaboration with existing providers of both formal and informal ESOL to ensure they are able to access appropriate provision for their needs;
· Map local provision and identify gaps in provision, for example for service users with particular barriers to access;
· Attend careers and employment events, signpost service users to training opportunities and run monthly careers drop-ins;
· Advise refugees about pathways for education and careers, e.g. English language requirements;
· Raise awareness, in further and higher education institutions, of the needs of resettlers;
· Assist the Lancashire ESOL Coordinator and other Resettlement Programme staff in planning and delivering training and awareness raising sessions for refugees and organisations;
· Identify, recruit, and train volunteers to deliver ESOL and careers support.
· Provide ongoing supervision, guidance, and resources to volunteers.
· Plan, resource, and deliver informal ESOL sessions and careers workshops in the community and online.
· Develop creative and innovative approaches to overcome barriers to ESOL learning.
· Take an interest in individual learner journeys, tailoring support to personal goals and aspirations.
· Undertake initial and ongoing assessments of learners’ English language levels and career aspirations.
· Monitor and evidence learner progression and impact using agreed tools and database systems.
· Build strong relationships with refugee adults and local community stakeholders.
· Promote integration initiatives and encourage community cohesion.
· Work collaboratively with councils, faith groups, and community organisations.
· Maintain accurate records of learner progress and volunteer engagement.
· Contribute to monitoring and evaluation reports for funders and stakeholders.
· Adhere to all Council and Resettlement Programme procedures, guidelines, and statutory regulations.
· Ensure safeguarding and equality principles are embedded in all activities.


	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 
· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 
· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.


	Our Values

	
We expect all our employees to demonstrate and promote our values:
· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.
· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.
· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.
· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.






Person Specification
ESOL and Careers Coordinator 

All the following requirements are essential unless otherwise indicated by *
Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	· Relevant qualification in ESOL teaching or a related subject (e.g. Degree, Diploma, Cert Ed, PGCE, TEFL or TESOL)

	

	Experience 

	· Experience of delivering ESOL provision, e.g. in a FE or Adult Education college or in a third sector organisation
· Experience of developing or administering ESOL assessments
· Experience of working with/in the charity sector
· Experience of working with refugees
· Experience of working in multi-agency settings and/or of liaising with external organisations


	Knowledge and Skills

	· Excellent understanding of ESOL provision in the UK, both formal and informal
· Good understanding of refugee issues
· Ability to identify, assess, and monitor individual learning progress
· Understanding of careers pathways and education and training opportunities 
· Good leadership and networking skills
· Good ICT skills and ability to work with computers
· Good research and information management skills
· Ability to work as a member of a team
· Good communication and interpersonal skills
· Ability to work without close supervision
· Ability to work under pressure and to deadlines

	

	Other essential requirements

	· Commitment to equality and diversity.
· Commitment to health and safety.
· Display the LCC values and behaviours at all times and actively promote them in others.
· Ability and willingness to travel and work across the county of Lancashire
· Full driving licence - essential car driver
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