Head of Education and
Inclusion
Job role brief

Imagine a society where
everyone reaches their full
potential.
Where the future is not defined
by the past or determined by
the place a person starts.

Youtube link: https://youtu.be/dS30-K0u8D0

History and Mission
City Gateway is a charity formed in 1999 by a group of City professionals who were
concerned about unemployment in their local community. It had a £1.7m turnover in
2019/20.
We serve people most impacted by social and economic inequality. We seek to transform
those communities by improving individuals’ life chances.
We specifically work with Young People aged 16 to 24 and Women of all ages from
disadvantaged communities in East London, delivering programmes that enable positive,
sustained outcomes in education and employment.
The charity today works to deliver education and training pathways for students from
wherever they start, into sustainable employment with partner employers.

Ethos and Values
At City Gateway, we believe everyone is made equal and in the image of God. We strive to
follow the example of Jesus, in loving and helping those excluded and in need in society. As
such, we work with students and staff of all faiths and none.
We celebrate diversity. We treat everyone with respect and honesty. We are ambitious, we
seek excellence in all we do and we are optimistic for the future.

The Landscape
In Tower Hamlets, 53% of children are growing up in poverty, the highest rate in the UK.*
There are:
● 90,000 NEET young people aged 19-24 in London,
● 36,000 of those have been that way for 12 months or more
● 20,000 of those young people live in East London, within reach of our support.**
Currently we and others are reaching 10% of this group.
This is why we work with Women and Young People in East London – the matriarchs of the
household and the next generation - to train, mentor, raise confidence and to transform
families and to break the cycle of poverty and disadvantage.
City Gateway is the only provider in London serving Young People from disadvantaged
communities, providing a unique, full end to end service for these young people from the place
they start to a sustained outcome in 12/18 months full time employment.
*Source: End Child Poverty http://bit.ly/2E77hYE 2018 report.
https://www.theguardian.com/society/2018/jan/24/most-children-in-uks-poorest-areasnow-growing-up-in-poverty?CMP=Share_iOSApp_Other
**Source: Eden McCallum research September 2017.

Our Programmes – Young People
We work with Young People aged 16 – 24 who live in London. These Young People are not in
education and they are unemployed or working less than 16 hours a week.
Our target population have low prior attainment from their time in the mainstream education
system. Their prior attainment can be as low as entry level 3 (equivalent to less than half a
Grade D at GCSE) and as high as Level 2 (equivalent to 5 GCSEs). Most employers ask for at
least A Levels on their school leaver programmes, typically with grades at B or above.
Our students also have at least one of the following risk factors in their personal life: they
could be a care leaver, be from a low income background, have worklessness in the family (i.e.
none of the lead carers in the family are in full time employment), be physically disabled, have
mental health issues, a criminal history, be homelessness or have a history of abuse.

Depending on prior attainment levels, a student will enter one of four Traineeship:
●
●
●
●

Maths and English qualifications
Employability training
4 week Work Experience
And then successfully progress through Masterclass on to a Level 2/3 Apprenticeship
with one of our partner employers.

Maths & English
Qualifications

Employability
Training

Work
Experience

Masterclass

L2/ L3
Apprenticeship

To support the student on this journey, each young person is partnered with a dedicated
Progression Coach who works with them to improve their soft skills in resilience, confidence
and self-awareness, and is responsible for successfully moving our Students into an EET
outcome (being a City Gateway Apprenticeship, another Apprenticeship, Further Education
or Full time Employment)
Our Education and Training programmes last up to one year, after which we support and train
our students throughout their 12/ 18 month Apprenticeship, whilst they establish themselves
in the world of work.
Impact
In a year where Covid-19 has severely affected students, City Gateway was able to
demonstrate a number of successes, positively impacting the lives of our learners. We are
blazing a trail to ensure that our traineeship programme can provide work placements in a
Covid safe way. Our outstanding partnership with IBM, has been integral to providing
excellent employability skills and work experience to learners. We continue to work with a
range of partners to provide work experience placements in an innovative way.
We have consistently reached learners from our target population, driven by our mission to
serve young people whose personal circumstances may dictate their ability to reach their full
potential. With City Gateway’s support and passion, we aim to raise these young people up.
Our Functional Skills Achievement rate in Maths was on par with the 18/19 national average.
But there is always more to do; we are working extremely hard to ensure that we will be able
to shout about and celebrate our Functional Skills Achievement in English next year.
Our coaching programme, which supports young people over the entire course of their
learner journey, demonstrated the effectiveness of developing personal capabilities in young
people. We support learners to grow in confidence, resilience and self-awareness, because we
recognise that these skills will serve them throughout their lives. Our Gateway ‘job readiness’

programme enables learners to engage with a range of professionals, gaining insights and
practical advice and transferable skills to carry through their careers.
We were able to successfully support young people into outcomes in employment, education
and training (EET), despite the challenges of the youth jobs market for this particular cohort
of young people and the massive ripple effect caused by the global pandemic. Our young
people achieved an EET outcome rate of 42%, surpassing the pre-covid sector benchmark of
22%.
One such student, who has progressed into full time employment is Shayon. You can listen to
her story here
https://www.youtube.com/watch?v=dS30-K0u8D0
Our learners gave us a score of 7 of out of 10, when asked if they would recommend City
Gateway to a friend.
“City Gateway has had a positive impact in my life and I would definitely recommend the scheme to
anyone stuck looking for an apprenticeship or traineeship. Their system works wonders and trains
you to ace interviews and impress employers.”
“City Gateway has shown me no matter what your background, you can thrive in an environment
where you are constantly supported and inspired.”

Our Programmes – Women
Through working with Women as well as Young People we better equip households to engage
with employability, education and training and build the confidence in the household to be
ambitious to seek to break out of the cycles of disadvantage in the local community.
The women we work with are 19+ and live in London. They speak English as a second
language and have low prior attainment (sometimes with absolutely no qualifications to their
name at all). They consequently experience significant barriers integrating into our society,
let alone entering the work place.
To address this need we run a series of classroom based learning courses as well as
introductory, informal skills building sessions.
Depending on their prior attainment, students will join our programmes to undertake one or a
combination of the following:
1.
2.
3.
4.

ESOL qualifications
English qualifications
Maths qualifications
ICT qualifications

We then help women progress into further education and/or employment. Typically this will
be part time work to enable them to continue with their existing commitments (such as
childcare or looking after their wider family).
Impact
Our educational achievement rates in 2017/18 were 80% against a national average
achievement rate for all students in the UK of 82%. Whilst there are no average educational
achievement benchmarks for our target population of students on Women’s Programmes we
aspire for them to achieve in line with other UK students. Despite the challenges of Covid, last
academic year, our overall achievement rate was 76%. We were also delighted that our ESOL
achievement rate was 85% against the 18/19 national average of 82%. Our Women’s
Programmes are the hub of the local community, serving generations of women from East
London to learn and achieve, connect with each other and receive family support services. In a
recent survey, City Gateway scored 100% across all areas which explored how much learners
enjoyed their courses, and how supported they felt by staff. Over the coming year, a newly
implemented coaching provision will support learners with Careers Information Advice and
Guidance (CIAG) and personal capabilities.

Some of our Partners

Job title
Salary

Head of Education and Inclusion
£45,000 - £50,000 per annum

Contract

Permanent

Main Work
location

East India, London E14 2BE although will work across this site and our Women’s
Programme site in Stepney.

Hours of work

35 hours a week (excluding unpaid breaks)

Working Days

Monday to Friday 9am – 5pm

Reports to

CEO and is part of the Senior Leadership Team

Direct Reports

Benefits

Quality & Training Manager, Coaching Manager, Tutors, Women’s Programme
Centre Manager
7% Employer pension contribution after 3 months
25 days annual leave (increasing 1 day per year up to 30 days) + bank holidays pro
rata
Season ticket loan & Cycle Scheme
Employer Wellbeing and Assistance Scheme

Job purpose
We seek to reach more of the 20,000 sustained NEET 19 to 24 year old Young People in East London and
Women from disadvantaged families in East London where child poverty rates are at 56%. We are looking for an
inspirational leader to achieve timely education and soft skills outcome for our students, at scale.
The purpose of the role of Head of Education and Inclusion is to oversee outstanding delivery to students at both
of City Gateway’s sites: The Pavilion (Youth Programmes) and Stepney Life Centre (Women’s Programmes), as
defined by Ofsted.
Working with the CEO (as Ofsted nominee) and the Quality & Training Manager they will oversee the
implementation of City Gateways Quality Cycle across all programmes and delivery working collaboratively
with colleagues on City Gateway’s journey to excellence. They will achieve this by overseeing the annual selfassessment and quality improvement planning process led by the Quality & Training Manager to ensure that
City Gateway ESFA funded provision achieves at least a grade 2 (Good) judgement in its next Ofsted inspection.
They will act as Principal Safeguarding Officer (PSO) for the organisation managing arrangements for learner
safeguarding and welfare and ensuring they are followed in full.
The post holder will work with the Coaching Manager to lead in the Matrix accreditation as well as ensuring that
all provision delivered by City Gateway complies fully with ESFA (Traineeship and Apprenticeship) & ESF
contracts, statutory legislation and awarding bodies.
The post holder will also hold the position of Health and Safety Officer and ensure equality and diversity are in
place to enable us to deliver our mission with integrity.
Working collaboratively across the organisation, using your expertise in education and training, you will build
and deliver an unbeatable programme and first class customer service to our students and volunteer partners,
that delivers excellence and achieves ambitious targets for our Young People, Women and for the organisation
as a whole.

Duties and responsibilities
Programme Development and Compliance
•
•
•

Lead on timetabling and oversee the development of our programmes to ensure that they have the right
design and operational delivery to overachieve KPIs for all our students now and in the future, as we
scale.
Internally champion all City Gateway’s students to embed their needs and successes in our operational
DNA and systems.
Maximise delivery against all contracts and restricted philanthropic grants in a timely manner.

Developing a Quality Service
•
•
•

•
•
•
•
•
•
•
•
•

Establish a robust framework (data and procedural) for Student Management, Reporting and
Communication on all elements of Education and Training.
Ensure all educational delivery as a minimum achieves an Ofsted rating of ‘Good’ but aspires to
‘Outstanding’.
Working with the CEO and the Quality & Training Manager produce the SAR and QIP as a living
document and ensure that teaching, learning and assessment incorporates the 3Is (Intent,
Implementation and Impact) and meets the standards set out in the Ofsted Education Inspection
Framework. Ensure that teams feed into the production and lead on driving actions forward.
Oversee all Quality Assurance, ensuring that Quality policies and procedures are fit for purpose,
regularly reviewed and staff are equipped and supported to deliver effectively.
Act as Ofsted nominee in the absence of the CEO
Lead on internal audit and compliance of learner files (all programmes).
Oversee Internal Quality Assurance.
Maintain high levels of cross organisation communication to ensure an Ofsted excellent service for both
students and other relevant third parties and build an outstanding reputation for our service delivery.
Work closely with the Senior Leadership team to ensure the organisation is always appropriately
prepared for Ofsted review.
Hold and develop through CPD, an expert understanding of the education landscape and the
implications of delivery for City Gateway’s programme to ensure an excellent service.
Identify opportunities to improve working across sites and teams and leverage differing skills of team
members to continuously improve
Drive compliance and development of standard operating manual (Learner Codification April 2021) for
delivery across both sites.

As Principal Safeguarding Officer, Delivery of Student Support and Safeguarding including Health & Safety.
•
•
•
•
•
•
•

Ensure Student Support Services and Safeguarding & Prevent procedures work effectively to retain and
progress students and to keep them safe and are complied with in full.
Oversee and develop the provision of pastoral, welfare and well-being support to students at City
Gateway.
Ensure programmes are engaging and effective at retaining students on their pathway
Design and deliver the right products and programmes to effectively wrap-around students so that they
retain and achieve through pathways in a timely manner into an EET outcome.
Deliver safeguarding practices in line with best operating practice
Ensure staffing Single Central Record checklist is kept up to date and complies in full with all
Safeguarding and Ofsted regulations.
Ensure compliance to Health & Safety requirements for staff, students and employers in line with all
statutory requirements.

Data, Reporting and compliance
•
•

Lead on monthly KPI Contract and Quality data reporting included in the KPI monthly reports and
Dashboard.
Critical analysis of PIC’s performance data from both a quality and contract delivery perspective
ensuring we stay ahead of the curve with any quality or performance concerns.

•

•
•
•

Develop and implement effective performance management systems for delivery of all provision
ensuring that concerns about recruitment, retention, achievement and progression are promptly
identified and addressed and work with the wider KPI monitoring systems, ensuring that contract
targets and requirements are fully met.
Working with the data team, checking data and using it to inform decisions including reports and data
required for Philanthropy and other partners.
Ensure teams are using data effectively to make tactical changes to delivery to improve outcomes for
learners.
Ensure accountability for data integrity and accuracy is crystal clear across teams

Leadership and Working in Partnership
•

•

As a senior leader in the organisation, ensure that your team understands the vision and the role they
play in fulfilling it. Create the right environment for organisational success (people/product/process).
Take joint accountability of successes and challenges at Senior Leadership. Deliver the organisation's
KPIs and over-achieve your direct KPIs. Be an internal and external ambassador for the organisation.
Model our values, live the culture and develop everyone in your team.
Work closely and effectively with all teams across the organisation to ensure that you hold a thorough
understanding of City Gateway and the needs of our students, employers, funding partners and the
processes that champion the quality of our work. Use that knowledge to develop the strategy for
Education and Training going forward in a way that delivers the organisation’s wider mission and 3 year
plan.

Line Management and Working Collaboratively
o
o
o

o

With Coaching Manager and Tutors to support wider curriculum planning, development and
course delivery across all programmes and pathways.
With the Data & Finance Team to ensure organisational GDPR compliance across the
organisation.
With the Quality and Training Manager to:▪ Support the development of quality systems, in particular the growth of the
Traineeship and Apprenticeship programmes.
▪ Monitor growth and expansion of City Gateway’s apprenticeship offer in terms of
apprentice volumes on existing programmes/sectors and the development of new
programmes/sectors
▪ Monitor growth and expansion of City Gateway’s Traineeship offer ensuring learners
have a pathway to high quality apprenticeship opportunities and other EET outcomes.
With the Women’s Programme Centre Manager ensuring Support Services, Women’s
Programme and Education and Training are delivering support sessions to learners and the
community through the following:
▪ Employability support session ,
▪ Women’s Voice
▪ Enrichment and Life Skills sessions
▪ Progression into an EET outcome

Working conditions
The post holder may be asked to attend events or meetings outside of standard working hours from time to time
where necessary. Time off in lieu can be taken where appropriate.
Equality and Diversity: City Gateway is committed to equality and valuing diversity. We welcome enquiries
from everyone and diversity in our workforce. As users of the disability confident scheme, we guarantee to
interview all disabled applicants who meet the minimum criteria for the vacancy.

Funding: This role is funded across all City Gateway programmes and activities.

Person Specification
This role requires the successful candidate to complete an Enhanced Disclosure Barring Service (DBS) check
in compliance with City Gateway’s DBS & Risk Assessment Policy.
Attribute
Education/
Qualification

Proven
Experience

Essential
● Degree level or equivalent.
● Level 4 Safeguarding Lead qualification
● Comprehensive knowledge of the Single Equality Act
2010 provision and how they relate to the learning
and training environment.
● Recognised Health & Safety qualification

●
●
●
●
●
●
●
●
●
●
●
●
●
●
●

Skills &
Abilities

•
•
•
•
●

Extensive experience of leading and managing
Traineeships and Apprenticeships in a senior role.
Proven in depth knowledge of ESFA and ESF contract
compliance.
Comprehensive knowledge of the post 16
education/training delivery requirements, funding
arrangements and the education landscape.
Proven experience of achieving excellent and timely
educational outcomes for learners.
Proved track record of successfully implementing
quality systems in a senior role in the education sector.
Highly comprehensive knowledge of the Ofsted
Education Inspection Framework and its implications
for City Gateway.
Experience of supporting an Ofsted nominee with a
minimum of GOOD as an outcome.
Strong relationship management skills, with proven
ability to deliver improved results through student
delivery.
Experience of working with vulnerable young people.
Extensive experience of managing the provision of
pastoral and wellbeing support of young people
including vulnerable learners.
Understanding of how to work with NEET and “hard to
reach” young people including effective behaviour
management.
Designing and implementing new services / products.
Championing and reporting of data and impact to
communicate, inform decision making and
continuously improve.
Managing complex priorities and deadlines and
working effectively across multiple teams.
Ability to engage positively with trustees, meet their
needs and respond to lead and direction they provide.
Excellent, proven and deep expertise in the Education
sector.
Good knowledge of required teaching and learning
quality standards.
In-depth knowledge of the Prevent and British Values
agenda and ability to integrate it within the City
Gateway setting.
Excellent analysis and report writing skills.
Strong Ability to problem solve and think creatively.

Desirable
● Up to date
training on GDPR
● Qualified First
Aider
● Up to date
training on
Prevent
●

Ofsted nominee
with minimum of
GOOD outcome
or experience of
transitioning an
organisation from
Requires
Improvement to
Good.

●

Personal
Qualities

●
●
●
●
●
●
●
●
●
●
●
●
●

Ability to influence and persuade across organisation
and externally.
A strategic-thinker.
Excellent Leadership and team motivation.
Ability to manage change across organisation.
Proactive, committed and determined.
Exceptional oral and written communication skills.
A very strong team player and collaborative worker.
Mentoring and coaching skills
Commitment to staff development and progression
Able to be an outstanding Ambassador for City
Gateway’s ethos, mission and values.
Ability to over-deliver against objectives.
Resilient and solution focussed.
Adaptable and flexible
Strategic thinking and forward planning

