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Belfast Bible College




PRACTICAL TRAINING CO-ORDINATOR

Recruitment Pack

This role will attract applicants who are passionate about the potential of experiential learning through placements and practical ministry to contribute to the development

and growth of students.

CLOSING DATE:

Completed application and monitoring forms (submitted by post or email) must be returned no later than 12 noon on 21st May 2018.
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WELCOME TO APPLICANTS

Thank you for your interest in working with Belfast Bible College. 

ABOUT US 

Vision & Ethos

Belfast Bible College is an evangelical interdenominational College, seeking to serve the Church both at home and overseas. We are committed to providing theological education which equips 21st century disciples for living out their faith in today’s world. We are passionate about providing education which combines academic rigour, practical outworking and committed discipleship. We aim to help our students develop as creative and reflective thinkers and practitioners who are enthusiastic about life-long learning and personal development. 

The College community of staff and students meet together regularly during the teaching semesters both in small groups and altogether for worship, prayer and fellowship. Integral to the student experience are opportunities for service and ministry within and beyond the college campus. Students undertake diverse practical training placements on a weekly basis and serve for more intensive blocks of time in various contexts and locations from here in Northern Ireland to the farthest corners of the earth. These placements provide opportunities to put into practice what they are learning in their course and to enhance that learning by experience and reflection on that experience. 

The College currently offers a wide range of programmes from Evening Classes to Postgraduate Research Programmes leading to an MPhil or PhD. The majority of our full-time students, around 125 are enrolled on our Undergraduate Programme which is validated by the University of Cumbria. This programme captures the distinctive ethos of BBC with its emphasis on combining study, devotion and practice achieved both through the structure of the degree, the modules offered each year and the commitment of those involved in lecturing on the programme to the overall aims of the college.

In addition to the BA in Theology validated through the University of Cumbria, the College provides an Evening Class Programme and has an active Women’s Study Fellowship which meets weekly during term-time. Both programmes have a long history of providing a welcoming and stimulating learning environment for people of all ages and from all denominational backgrounds.

Postgraduate studies are also available at Belfast Bible College. The College is one of the constituent colleges of the Institute of Theology at Queen’s University Belfast, our local university. We currently offer both Masters and Doctoral studies programmes through Queen’s University Belfast. Students can also study for a Graduate Diploma which is validated by the University of Cumbria. We are planning to launch a new Masters in association with the University of Cumbria in the autumn of 2018 which will be aimed at providing opportunities for CPD for those involved in Christian Mission and Ministry.

Belfast Bible College is a Christian organisation and we seek to reflect our Christian Ethos in the way that we value our employees.

We look forward to receiving your application.

ABOUT THE ROLE 

This role will attract applicants who are passionate about the potential of placements and practical ministry experience to contribute to the development and growth of students. The successful applicant will relish the challenge of developing and enhancing effective placement programmes within the demanding context of Higher Education. While able to work independently, they will also enjoy working within the wider team context of the college and the Education Team in particular.

ABOUT YOU

Personal Attributes

Endowed with excellent communication and inter-personal skills you will enjoy relating to students, External Agencies and Placement Supervisors. You will be able to work with Placement Supervisors and others to create effective placement experiences for students which develop their skills and personal attributes and will find the experience of seeing students grow and develop both rewarding and stimulating.  You will be able to work efficiently and effectively under pressure, handling the requirements from both Government Agencies and the Higher Education context, and ensuring that the placement programmes you develop are compliant and the necessary records maintained.

You will have a professional demeanour, be positive about working for the College and able to demonstrate this to all the people you come into contact with. A facility to think creatively and come up with new effective ways of enhancing placements and practical training in an ever changing context is highly desirable. You will be self-motivated, able to work independently, dynamic and have a commitment to self-development. 

Special Circumstances

The successful candidate should be willing to work within the Christian ethos of the College.

Working hours & pattern: Full-time hrs (36.25 hrs per week). Flexibility with working hours will be required as the Practical Training Co-ordinator will be required to visit students on placements and this will include evenings and week-ends.
The successful candidate will be required to have a full, valid driver’s license and access to their own vehicle. 

GUIDANCE FOR APPLICANTS

We are committed to recruiting the best people to fill our vacancies in a fair and equitable way. An application form helps us to compare individuals on a like for like basis and for that reason we do not accept a CV and will not be able to process applications that are not completed fully.

Belfast Bible College is an equal opportunities employer and all appointments are made on merit. Short listing is carried out by assessing the information you provide against the requirements of the role as detailed in the Job Description & Person Specification.

If you are not successful in your application, please do not be discouraged from re-applying; your skills and experiences may be what we need for our next vacancy. In addition we have a wide range of volunteering opportunities across various projects within the organisation.

Informal Enquiries:

Before submitting an application you may wish to discuss the post further by contacting the Personnel & Operations Coordinator on 02890 301551 or email jdunlop@belfastbiblecollege.com

Returning Your Application:

Please return completed Application for Employment & Statement of Community Affiliation forms only & no later than 12 noon on 21st May 2018. You can return your forms by post, however we would prefer that you email your completed forms to jdunlop@belfastbiblecollege.com

If returning by post, please address your application to:

Belfast Bible College

Glenburn House

Glenburn Road South

Dunmurry

BT17 9JP

Northern Ireland

We are unable to accept late applications – and this includes late applications that are sent to the wrong address.

Contacting Applicants:

Belfast Bible College will be using email correspondence wherever possible to contact applicants. Where provided, we will always use email as our first choice of communication. Please remember, if you have placed an email on your application form, all correspondence will be sent by email. Please do check your emails regularly, including your junk inbox.

Interview Process

Please be advised that the date for interviews for the position of Practical Training Co-ordinator is 28th May 2018. If shortlisted, we will contact you to let you know what the interview process will entail.

Qualifications/Examination Certificates:

Unless otherwise requested, candidates are not required to bring proof of stated professional and/or academic qualifications to interview - you will however be required to produce these as a condition of any offer of employment.

JOB DESCRIPTION

Job Title:

Practical Training Coordinator 

Reporting to:

Director of Education

Job Location: 
Belfast Bible College, Glenburn House, Glenburn Rd South, Dunmurry, Belfast, BT17 9JP

Northern Ireland
Date described: 
May 2018


Overall purpose of the role: 

To enhance, develop and run the ministry placement programmes for students at Belfast Bible College.

Placements are a crucial part of the degree programme. We would want the successful applicant to enhance the placement programme in terms of the variety of placement options, the overall quality and the learning benefit for students, building on the work completed over recent years.

What are we looking for?

· Passion to see students grow through experiential learning.
· Co-ordination/facilitation and administrative abilities. 

· Ability to teach and communicate effectively.
Key Tasks:

1. Oversee the placement scheme, identify and co-ordinate effective placements

Working with students

· Orientate students in relation to the practical training requirements of their various programmes.
· Interview students to establish training needs.
· Follow-up students to review progress in establishing their placements.
· Arrange orientation for students going on block placements.
· Act as the main contact point for students during placements.
•
Encourage student engagement in reflective practice and associated learning.
Working with placement providers

•
Devise placements which maximise student learning, enhance employability and create opportunities for development as reflective practitioners.
•
Develop, enhance and maintain effective relationships with a range of Placement Providers.

Review quality of placement provision

•
Review student experience/learning and placement provision.
•
Visit placements and debrief with students.
•
Ensure that the recommendations of external agencies such as OfS and QAA are embedded in the placement programmes of the College. 

•
Participate in external reviews (e.g. OfS; University Validation) which impact the Placement Programme of the College.

•
Work collaboratively with the Programme Leaders and relevant members of the Education Team.
2. Facilitate integrative learning from placements to careers and employability
•
Organise Practical Training and Employability events at the College.
•
Organise suitable training for students to assist them in identifying their own skills and in applying for employment.
•
Act as a contact point for potential employers, ensuring employment opportunities and internships are advertised appropriately to the student body.
3. Teaching

· As Module Leader for Ministry Placements to design and annually review the related modules e.g. Reflective Practice for Ministry; to teach (approximately 15-20 hours teaching per year) and assess students on these modules.
· Participate in the relevant educational activities and CPD processes e.g. peer observation, joint marking exercises.
· Participate in the relevant Educational Committees.
· Act as a personal tutor for a group of students, supporting their educational development.

4. Programme Administration

· Ensure the smooth running of the ministry placements for students at Belfast Bible College including developing the appropriate administrative processes and reviewing when needed

· Act as Safeguarding Officer for the College with particular emphasis in relation to placement provision. 

· Ensure legislative requirements regarding placement opportunities are met including insurance provision.
· Complete the administrative tasks necessary for the smooth running of the programme for e.g.
· Process requests for BBC placements from External Agencies.
· Liaise with Placement Supervisors to establish individual student placements.
· Negotiate problems that may arise in establishing successful placements.
· Work with the Student Committee as appropriate.
· Maintain the appropriate records.
Other Duties
•
To agree and commit to the statement of faith, purpose, values and ethos of the College.
•
To participate in College worship and community activities such as small groups.

•
Any other duties as may be required by College management.
Person Specification
	
	Essential
	Desirable

	Qualifications
	A degree or equivalent qualification. 
	Relevant Postgraduate qualification, ideally at Masters level. 

	Experience

	At least 3 years’ experience of working with Church or Christian Charity Networks. 

Experience of working with students. 

Experience of leading projects and people.

Experience of running and developing admin processes.
	Experience working within legislative frameworks e.g. safeguarding, insurance, policy development.
Experience working within an educational setting.

Experience of teaching students.
Experience of facilitating placement opportunities.

	Skills & Abilities


	Excellent interpersonal & communication skills.

Ability to think creatively, and improve & innovate.
Ability to work well under pressure & manage multiple tasks with only broad supervision. 
Work effectively as a member of a team.
Ability to develop, enhance and run admin systems.
	

	Knowledge


	IT Literate (Microsoft Office).


	Experience of working with databases & use of VLE.

	Personal Attributes


	Able to relate

effectively to a wide

range of external stakeholder groups. 
Passionate about seeing students develop & grow.
	

	Christian Ethos


	A willingness to embrace the overall ethos of the College and work within a Christian community where expressions of faith are central to the workplace. 

A desire to engage with students in matters of faith.
	An understanding of the local Northern Ireland Church.

An understanding of church contexts internationally.




This description is not intended to establish a total definition of the role, but an outline of duties.
MAIN TERMS & CONDITIONS
Length of Contract: Permanent

Preferred Start Date: 6th August 2018. 

Salary: To be disclosed on invitation to interview.

Hours of Work: Full-time hrs (36.25 hrs per week). Flexibility with working hours will be required as the Practical Training Co-ordinator will be required to visit students on placements and this will include evenings and week-ends.

Paid Leave Entitlement: The Post holder will be granted 25 days of paid annual leave & 10 Public Bank Holidays.

Sick Pay: On completion of 3 months service the following sick pay entitlement will be paid in excess of any Statutory Sick Pay:

Full time staff – 3 months full pay

Full pay beyond 3 months up to a maximum of 6 months may be paid at the discretion of the College Board.

The sick year runs for a rolling 12 months from the date of your entitlement of sick pay.

Probationary Period: The probationary period is 6 months.

Pension: The College operates a Pension Scheme that meets the requirements of automatic enrolment.
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