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Industry Placements Coordinator 
Job description  

  
 
 
Location:   WMG Academy Trust: Flexible between Coventry and Solihull 

academies. 
Contract type:   Full time Permanent (term time only). 
Salary:    Grade 5 - SP 7-13.  26403-29064 prorated to term time working 
Accountable 
to: 

Senior Manager, possible dual reporting 

 
 
Core Purpose: To take responsibility for the development and  implementation of T-Level industry work 
placements across the Trust along Gatsby benchmark 6. This role will support the team on Gatsby benchmark 
6, ’Experiences of workplaces’. This will involve supporting students in Key Stage 4 and 5 with opportunities to 
be placed, interact and be given work experience with organisations within the Engineering and Digital 
industries.  
 
Key Responsibilities:  
 

 
1. Industry Placement Coordinator for T-levels 

This role focuses on the mandatory, curriculum-linked T-Level Industry Placements (currently 315+ hours). 

●​ With support from Engineering lead teachers, deliver the programme of industry placements for all 
T-Level learners across the Trust in accordance with the curriculum. 

●​ To provide support to the T-level specialisms by sourcing, securing and matching industry placement 
opportunities to meet the T-Level requirements. 

●​ Be familiar with the industry placement guidelines and ensure that placements are compliant against the 
technical skills and behaviour expectations set by the Department for Education. 

●​ Engage with employers and manage those relationships in securing the minimum requirement of 
industry placement per learner on T-Levels (currently 315 hours). 

●​ Coordinate and participate in visits to our industry partners whilst students are on their industry 
placements to carry out progress reviews and record observations. 

●​ Monitor and report on the progress of industry placements for T-Level learners to a range of audiences. 
●​ Help prepare learners with any support including Cover letters, CVs, interview and assessment centre  

preparation and implement the industry placement effectively across the Trust. 
●​ Keep up-to-date with current curriculum developments and cascade information to the engineering 

teams (e.g. technical education changes). 
●​ Brief and support the Leads for Engineering, T-Level teachers & Tutors on the process and timetable of 

T-Level work placements. 
●​ Monitoring the progress of learners on their industry placement – (termly basis), and maintain an update 

database of company contacts for T-level placements. 
●​ Liaise with the marketing manager to ensure they are provided with accurate and up-to-date T-level 

curriculum information for the website and other marketing activity. 
●​ Act as the first point of contact for T-Level placement queries from students. 
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●​ Oversee and manage employer support  funding of T-Level placements and T-Level employer related 

projects. 
●​ Liaise with other UTC T-Level Work Placement Leads across the BDT network, visiting T-Level events at 

other UTCs where appropriate to collaborate and share best practice. 
●​ As and when required, lead small groups for individual sessions linked to the T-Level work placements. 

 
2. Work Experience Coordination (for Gatsby Benchmark 6) 

This part of the role focuses on the broader work experience strategy, general employer engagement, and 
tracking to meet Gatsby Benchmark 6 (Experiences of workplaces), often covering KS4 and other learners. 

●​ Track, record and review work experience placements undertaken by students in a format that is 
presentable to a range of audiences. 

●​ Working with internal and external stakeholders to maintain and develop new employer links supporting 
work experience placements for KS4. 

●​ To support the UTC network to build relationships with employers and raise the profile of WMG 
Academy Trust with employers and extend activities to meet both WMG and employer business needs. 

●​ Record all contact with an employer on Compass + and UniFrog. 
●​ Create new opportunities for employer partners to mentor learners. 
●​ Establish and develop links with employer partners, Further Education providers, Academies 

Apprenticeship Providers, University Technical Colleges and Universities. 
●​ Develop relationships with external organisations (for example SpringPod, Mainframe, Unifrog, 

Speakers for Schools and Uptree). 
●​ Represent WMG externally at events, promoting the academies as a partner of choice. 
●​ Support the academy during open days / evenings / other events in promotion of the academy. 
●​ When required, support with wider work experience information sessions (non-T-Level specific). 
●​ Act as the first point of contact for general work placement queries from students (non-T-Level specific). 
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PERSON SPECIFICATION :  

The person specification focuses on the knowledge, skills, experience and qualifications required to undertake 
the role effectively: 
  
REQUIREMENTS 
The post holder must be able to demonstrate: 

ESSENTIAL (E) 
DESIRABLE (D) 

QUALIFICATIONS 
GCSE (or equivalent) grade C / G4 or above in English and Mathematics E 
Evidence of continuing professional development E 
Educated to A Level/Level 3 D 
Higher education or other relevant professional qualifications. D 

EXPERIENCE 
Experience of working in Education Sector E 
Experience in similar role D 
Demonstrable experience in producing high quality professional communications,  
independently 

E 

Communicating and working effectively and confidently with senior colleagues whilst 
maintaining confidentiality 

D 

Management of own priorities E 
KNOWLEDGE AND SKILLS 

Exceptional interpersonal and communication skills, to enable professional interaction 
with a wide range of contacts, both internal and external to the Trust 

E 

Ability to organise and plan own work schedule E 

Excellent attention to detail, with the ability to maintain a high level of accuracy E 

A flexible, pro-active approach to work including the ability to re-prioritise and respond 
to changes quickly and appropriately 

E 

Ability to work on own initiative E 

Ability to deal with sensitive information with discretion and to maintain confidentiality D 

Excellent IT skills, including a working knowledge of presentation software packages, 
preferably Google suite. 

E 

The ability to present information in an accurate and appropriate format E 
PERSONAL ATTRIBUTES 
Highest level of professionalism, discretion and diplomacy in dealing with people at all 
levels whether high-profile contacts or a mixture of students 

E 

Willingness to work flexibly occasionally having to work early or late to meet the 
demand of the role 

E 

Ability to work under pressure and meet deadlines E 
Flexibility and adaptability to work in small groups E 
Presentation skills, delivery to small groups D 
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Ability to prioritise a busy and varied workload to meet strict deadlines with minimal 
supervision 

E 

  
All offers are subject to clearance of references and enhanced DBS checks as well as online checks. 
 
 
This job description is intended as a guide to the general duties and responsibilities of the post which will 
change from time to time according to the needs of the Academies and Trust.  It does not form part of the terms 
and conditions of employment. The post holder will be expected to undertake the duties commensurate within 
the range and grade of the post or any other reasonable duties as directed by the Associate Principal and 
Senior leaders. 
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