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Job Description


Job Title:				Teacher Industry Exchange Coordinator

Responsible to:			Director of CTEC

Functional Liaison with:		CTEC Director, CTEC Team, FE TIE Co-ordinators, Curriculum Staff, 						Employers

Main Purpose:			To design, implement and sustain a high-quality teacher-industry 							exchange programme that strengthens technical education. The Teacher 						Industry Exchange Co-ordinator will lead the delivery of the CTEC 							initiative by developing industry placements for teachers, building 							partnerships with employers and education providers, managing 							programme delivery, and ensuring placements enhance teaching 							practice, curriculum relevance and student pathways into technical and 						vocational careers.



Main Duties and Responsibilities


The following duties are not shown in order of priority or frequency, nor is the list comprehensive, but rather an indication of the type and level of duties expected of the post.
· Develop, coordinate and oversee the delivery of teacher industry exchange placements across priority sectors.
· Build and maintain strong partnerships with employers, industry bodies, training providers and education leaders.
· Match teachers to suitable industry placements based on curriculum needs, sector priorities and professional development goals.
· Manage all logistical aspects of the exchange programme, including scheduling, communication, safeguarding requirements and documentation.
· Provide guidance and support to teachers before, during and after placements to ensure high-quality learning experiences.
· Work with employers to design meaningful placement activities that provide relevant, up-to-date industry insight.
· Monitor, evaluate and report on the impact of placements on teaching practice, curriculum development and student outcomes.
· Produce high-quality reports, case studies and evidence to support programme improvement and accountability.
· Promote the CTEC initiative across schools, colleges, and employer networks to increase engagement and participation.
· Ensure compliance with all relevant policies, including health and safety, safeguarding, and data protection requirements.
· Contribute to regional and national communities of practice, sharing insights, resources and best practice.
· Support the continuous improvement of the exchange model, identifying opportunities for innovation and scaling.
· The above job description is not exhaustive, and the employee may be required to undertake any other reasonable duties in line with the general level of responsibility of the role.
· As we now operate as a collective Eastern Education Group you may be from time to time required to undertake any of the requirements of your role for any of our Group organisations.



PERSON SPECIFICATION

	
	Essential
	Desirable
	Measured

	
Education and Qualifications

	· GCSEs in English and Mathematics (Grade C or above, or equivalent).


	· Project Management
· A recognised qualification in Construction.
· A recognised qualification in office management or administration (e.g., City & Guilds, BTEC, or similar).
	I,A,

	
Knowledge and Skills





	· Excellent communication and interpersonal skills, with the ability to engage confidently with teachers, leaders, and employers.
· Strong organisational and logistical‑planning abilities, with attention to detail.
· Ability to manage multiple projects simultaneously and meet deadlines.
· Skilled at problem‑solving and adapting to changing priorities.
· Competence in collecting, analysing, and presenting data to demonstrate impact.
	· Knowledge of project management methodologies and the ability to support project coordination and execution.
· Ability to manage and maintain confidentiality, with a sound understanding of data protection regulations (e.g., GDPR).


	A,I,P

	
Experience




	· A proven understanding of Further Education and Higher Education sector.
· Demonstrable experience of working with groups of students.
· Demonstrable experience of working with employers.
	
	A, I,  


	
Personal Qualities

	· Outgoing and cheerful personality and disposition. 
· High level of self-motivation and initiative with the ability to seek advice and assistance if necessary. 
· Excellent interpersonal skills with the ability to communicate effectively with students, stakeholders and staff at all levels. 
· An organised, methodical and flexible approach to work. 
· The ability to get on with people and work as a member of a team. 
· Ability to stay calm and use persuasion at times in dealing with conflict or highly pressured situations.
· Ability to be a ‘good ambassador’ for the College.
	
	A, I,  


	Training
	· Willingness to attend, undertake any training or development as, or when appropriate.
· Commitment to continuing personal development through continual professional learning. 
	
	A, I,  



KEY: A-APPLICATION, I-INTERVIEW, P-PRESENTATION/MICROTEACH, T-TEST




Conditions of Service

1. [bookmark: _Hlk188519004]Holidays: 24 days, plus public holidays, raising to 29 days on completion of 5 years’ service pro rata for part time working. 

2. New appointments to the College are subject to a twelve-month probationary period.

3. Contributory pension: Local Government Pension Scheme through Suffolk County Council.

4. This College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment. 

5. The job description is current at the date shown; it may change from time to time in negotiation with the post holder.

We are passionate about promoting equality of opportunity and creating a working environment where diversity is recognised and celebrated and everyone has the chance to reach their full potential. Our environment is diverse in character and student population. We particularly welcome applications from candidates from Black Minority Ethnic origin and those with a disability.

Eastern Education Group is committed to safeguarding our children and young people/vulnerable adults. We uphold fundamental British Values and expect all our employees to do the same. All appointments are subject to safer recruitment checks, including previous employment checks, online searches and an Enhanced DBS Check.

General Data Protection Regulations (GDPR)
In line with national legislation, and organisational policy, all data will be processed in a fair and lawful way, for the specific purpose and not disclosed in any way incompatible with such purpose or to any unauthorised persons or organisations.  


Equal Opportunities
In accordance with the Equality Act 2010 the Group operates a policy of equality and diversity which protects employees, students and people who access the Group’s goods, services and facilities, from discrimination on the basis of ‘protected characteristics’ which include: age, disability, gender, reassignment, marriage and civil partnership, pregnancy and maternity, race (colour, nationality and ethnic or national origins.), religion or belief, sex and sexual orientation.


DBS 
The successful applicant will be required to complete and obtain a standard or enhanced disclosure check (role dependant) from the Disclosure and Barring Service. The cost of processing this will be £40 (Enhanced), and you will be required to make payment online via the safeguarding website before your employment commences.  Further information about the Disclosure and Barring Scheme can be found at www.homeoffice.gov.uk  or by speaking to a member of the Human Resources department.
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Group Character Strengths 

We have eight Group character strengths that underpin all we do and we make it a priority to give our students the strength of character in order to shine above the rest when faced with employers or universities.

Not only do they apply to our students but also to our staff members and the reasons why Eastern Education Group is such a fantastic place to work. 

Take a look below:

· Resilience – We are strong as an organisation and all teams work together to achieve. If and when we are faced with challenges we respond efficiently and effectively at all times.
· Optimism – We use education as a catalyst for positive social change and prosperity for the community we serve, leaving no-one behind. We want to inspire our students.
· Curiosity – We are a curious organisation, always trying to seek out new opportunities and ways in which we can break boundaries in the world of education.
· Confidence – We are confident. We believe in all that we do and we appreciate the abilities and qualities of every single staff member. We celebrate our successes and we remain sure that we will continue to lead as a provider of education.
· Ownership – We take responsibility for every single student and every single staff member ensuring our main goal is that everyone at the Group is happy and achieving to their full potential. Our amazing wraparound support demonstrates this perfectly.
· Self-Control – We are disciplined as individuals and always put the needs of our students first.
· Ambition – We are an ambitious organisation. We are constantly evolving as demonstrated with the new STEM Innovation Campus.
· Respect – We respect our staff and students alike and we put the success of our students at the heart of all that we do, preparing them for their future.
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