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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  
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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 £1.6m turnover in 
2020/21.  
 
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 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 Young People in East London – the next generation of employees 
- to train, mentor, raise confidence 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.  
 
As recently reported in the Evening Standard and The Independent there is currently a 
dramatic rise in youth unemployment in London soaring by 55% to 105,000 since the start 
of the pandemic, meaning 21% of 16-24 year olds are jobless at a time of record job 
vacancies of 1.17million countrywide. 
 
*Source: End Child Poverty http://bit.ly/2E77hYE 2018 report. 
https://www.theguardian.com/society/2018/jan/24/most-children-in-uks-poorest-areas-
now-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 3 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 5 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. 

http://bit.ly/2E77hYE
https://www.theguardian.com/society/2018/jan/24/most-children-in-uks-poorest-areas-now-growing-up-in-poverty?CMP=Share_iOSApp_Other
https://www.theguardian.com/society/2018/jan/24/most-children-in-uks-poorest-areas-now-growing-up-in-poverty?CMP=Share_iOSApp_Other


 
 
 
 
 
 
Depending on prior attainment levels, a student will enter one of three Traineeship 
programmes: 
 

• Maths, English, Employability qualifications with work placement and dedicated 
coaching support and mentor with progression into employment (including 
Apprenticeship), further education or training. 

• Employability qualification with work placement and dedicated coaching support and 
mentor with progression into employment (including Apprenticeship), further 
education or training. 

• 2-4 week work trial leading to Apprenticeship with one of our partner employers 
 

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 (be that a City Gateway Apprenticeship, another Apprenticeship, Further 
Education or Full time Employment) 
 
Our Education and Training programmes last up to 6 months, 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 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 unique 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.  
 
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 61%, surpassing the pre-
covid sector benchmark of 22%.  



 
 
Our Net Promoter Score (NPS) averages at around 60% (on a scale of -100 to 100) when 
learners are 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.”  
 
Achievement and future-looking 
 
Our educational achievement rates in 2020/21 were 61% despite the impact of Covid. In a 
recent survey, City Gateway scored ‘very good’ or ‘excellent’ 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 continue to support learners with 
Careers Information Advice and Guidance (CIAG) and personal capabilities. 

 
Some of our Partners 

 
 
  



 
 
 
  

Job title Apprenticeship Assessor Coach (Early Years/Childcare) 

Salary (Band 2) 
 

£25,000 - £27,000 per annum FT 

Contract Permanent  

Main Work 
location 

East India, London E14 2BE.  Plus employer visits (some hybrid 
working) 

Hours of work 
Monday to Friday 9am – 5pm (35 hours per week excluding unpaid 
breaks) 

Reports to Apprenticeship Lead 

Benefits 

Pension contribution - 7% Employer and 2% Employee  
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 
 

 
 
Job purpose 
 
City Gateway is looking to significantly grow and expand the delivery of its apprenticeship 
programmes following the recent successful partnerships with established local and brand-
named employers. So, we’re seeking an experienced Early Years/Childcare Coach who is 
motivational, engaging and inspiring, demonstrates exceptional customer service and 
communication skills with both internal and external stakeholders.  

 
You will deliver Apprenticeship Standards through a hybrid model of both in the classroom 
and on-line to apprenticeship learners ensuring apprenticeship delivery is at an excellent 
standard in line with the prescribed routines set by the awarding organisation with quality 
procedures.  

 
You will also ensure all processes and procedures are in place in preparation for any Ofsted, 
ESFA, employer, awarding body inspection and internal audit.  

 
Duties and responsibilities 
 
Overall responsibilities 
 

● To take full responsibility for a full caseload of apprentices (up to 40) on Early 
Years/Childcare programmes to ensure they complete in a timely way and to ensure 
our employer expectations are met.  

● To put together a comprehensive Initial Assessment and Induction programme for all 
apprentices including the involvement of their employer which leads to the 
production of a comprehensive Individual Learning Plan which has clear goals, 
objectives and timescales.   



 
● To develop online and blended learning materials.  
● Carry out regular reviews with Learners. 
● Always fully comply with City Gateway policies and procedures.  
● Undertake such other reasonable duties, commensurate with the job holder’s 

experience and qualifications, as may be required for the smooth operation of the 
organization.  
 

Recording and Reporting  
 

● Monitor and maintain appropriate paperwork and Smart Assessor records of progress 
and to report all cases of apprentice learner sickness and absence.  

● Maintain comprehensive apprentice teaching, learning and assessment records and 
submitting a range of evidence to the Internal Verifier on a regular basis for sampling.  

● To support apprentices to record and recognise ‘off the job’ training.  
● To regularly report to the Apprenticeship Lead on the progress of apprentices.  
● To be confident that all apprentice files (held on Smart Assessor) and that their ‘off 

the job’ learning are compliant with the relevant bodies such as Education Skills 
Funding Agency (ESFA), Ofsted, awarding body and EPA requirements.  

● To provide information, advice and guidance and identify sources of support for any 
safeguarding, health and wellbeing issues identified.  

 
General 
 

● Build an effective rapport with apprentices and employers so that you can tackle any 
underperformance to ensure apprentices get back on track with their learning. 

● To ensure that all employers are able to offer sufficient opportunities for apprentices 
to develop their skills and demonstrate their competency in all areas. 

● To deal professionally with colleagues and external partners as required.  
● To ensure the confidentiality and security of all City Gateway’s documentation and 

information.  
● To attend training/refresher courses and meetings as required by the Apprenticeship 

Lead.  
● Seek to improve own performance, contribution, knowledge, skills and participate in 

training and developmental activities as required.  
 
Learner Outcomes 
 

● Ensure apprentices have a robust learning plan from the start of their apprenticeship, 
regularly reviewing, giving advice and guidance plus any additional support identified 
tailoring to their individual needs to enable them to meet their aspirational objectives.  

● Meet timely achievement and overall success rates which are above the National 
Benchmark as set by the organisation.  

● Ensure all apprentices are aware of the Additional Support available to them to help 
them carry out their programme of learning and informing the Apprenticeship Lead of 
any concerns or learners ‘at risk’ quickly by implementing a plan of action to ensure 
their timely achievement.  

● Carry out regular formal reviews with apprentices together with their Line Manager 
to track their progress and follow up on any outstanding actions including regular 
monitoring of their safety and wellbeing, including any Safeguarding concerns.  



 
 
Data Management Information 
 

● Using Smart Assessor ensure a portfolio of work for each Apprentice is uploaded in a 
timely manner as well as using the Apprenticeship EPA system to upload learner work 
for the Independent Assessor as well as booking dates, end point assessments for 
each apprentice in a timely manner.  

● Report to the Apprenticeship Lead progress of apprentices setting out how and when 
apprentices will successfully achieve their programme.  
 

Safeguarding/Pastoral Care Duties and Responsibilities 
 

● Promote the safeguarding, welfare and safety of all learners at all times. 
● Adhere to the organisation’s pastoral, welfare and safeguarding policies and 

procedure. 
● Communicate news and concerns about learners to the relevant designated 

safeguarding lead using the City Gateway Cpoms reporting system. 
● Maintain notes regarding learner concerns and incidents. 

 
 
Other – Health and Safety responsibilities 

● Take reasonable care of your own health and safety and that of any person who may 
be affected by your acts or omissions at work. 

● Act in accordance with City Gateway Health and Safety policies and procedures, 
carrying out any work in accordance with any training, using any equipment in a safe 
and appropriate manner, informing your Line Manager of any health and safety 
problems and immediately stopping any unsafe activity until adequate measures have 
been taken to remove the risk or reduce it to as low as possible.  

 
 
Working conditions 
 
This role will include regular external visits to employers.  The role may also include the need 
to attend events or meetings outside normal hours.  
 
Direct reports 
 
None 
 
 

Person Specification 

Attribute Essential Desirable 

Education/ 

Qualification 

● Recognised Assessor Award 
(D32/33), A1, CAVA or TAQA 

● English and Maths GCSE or 
equivalent  
 

● A relevant academic 
and/or professional 
qualification at degree or 
higher degree level or 
equivalent.  



 

● Updated training on 
Prevent, Safeguarding, 
Health & Safety and 
Equality & Diversity.  

● Level 3, PTLLS, CTLLS, 
DTLLS 

● V1 
● IAG/Coaching 

Qualification  
 

Proven 
Experience 

● Proven track record of 
delivering Childcare/Early 
Years’ Apprenticeship 
Standards, L2 & L3  

● Up to date CPD log with 
relevant industry 
experience gained within 
the last 12 months 

● Experience of delivering 
training in a work-based 
learning setting working 
closely with employers 

● Meeting Quality 
Assurance standards 
including Ofsted/EIF 

● Using data to drive 
apprentice improvement 
and timely achievement  

● Designing curriculum and 
schemes of work to meet 
off the job learning 
requirements.  

● Understanding of how to 
work with NEET and hard 
to reach young people 
including effective 
behaviour management  

● Experience of online 
portfolios  
 

 

● Track record of supporting 
a high proportion of 
apprentices to achieve an 
overall ‘distinction’ grade 
 

Skills & 
Abilities 

● Excellent organisational skills 
● Excellent communication and 

motivational skills 
● Flexible and adaptable to be 

able to put together 
personalised learning 
programmes 

● Strong team player 

 



 

● Reliable, resilient and responsive 
to the needs of employers and 
learners 

 

Personal 
Qualities 

● Driven by excellence 
● Self-motivated, able to work 

independently and proactively 
● Able to be a proactive 

ambassador for City Gateway’s 
ethos, mission and values  

 

 

 
Safeguarding 
All employees (and volunteers) are required to uphold the values of City Gateway with its 
promotion of being an inclusive and safe employer, both for staff and its Learners. 
 
In order to achieve this, you shall commit to attend/participate in specific training to 
maintain and upskill your knowledge in these critical areas that will enable both yourself as 
an employee, and City Gateway to comply with its legal and moral responsibilities. 
 
All employees must report any matters, using the correct procedures, relating to these areas 
to ensure we continue to drive forward the safety and wellbeing of all our staff and learners. 
 
Data Protection 
All employees – as well as the Company – have responsibilities for Data Protection under 
current legislation. It is every employee’s responsibility to ensure that they comply with the 
organisations Data Protection Policy and any relevant procedures for requesting, processing, 
or sharing personal information. No-one at any level should disclose or share personal 
information outside the organisation’s policy and procedures, or use personal information 
held on others for their own purposes.  
 
Anyone disclosing personal information without the authority of the organisation may be 
committing a criminal offence, unless there is some other legal justification, for example 
under 'safeguarding' or ‘whistle-blowing’ legislation. 
 
Health and Safety 
You have a duty to take care of your own health and safety and that of others who may be 
affected by your actions at work. 
 
You must co-operate with your employer and co-workers to help everyone meet their legal 
requirements. 
 
You are responsible for following health and safety requirements in line with the Company 
policy. 
 
Inclusion 
All employees including volunteers are required to uphold and express the values of City 
Gateway during the course of their work with staff, learners and customers.  
 
City Gateway is an inclusive employer promoting a positive culture for inclusion in all that 
we do. Fair practice should be observed at all times, and you should participate in specific 
equality and diversity training and any other inclusion training that would up skill you for 
your role so that City Gateway complies with legal and moral responsibilities. 
 



 
Safer Recruitment 
City Gateway is committed to safeguarding and promoting the welfare of children and 
vulnerable adults. Safe recruitment of staff is central to this commitment. Employment is 
subject to an enhanced Disclosure Barring Service (DBS) check in line with City Gateway’s 
DBS & Risk Assessment Policy and past employment checks. 

 
Equality and Diversity 
City Gateway is committed to championing equality and valuing diversity. We welcome 
enquiries from everyone and value 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. 

 

 
 

Living Wage Employer 
We are an accredited Living Wage employer and have been certified by the Living Wage 
Foundation. 

 

 
 

Good Business Charter 
The Good Business Charter is a simple accreditation which organisations in the UK can sign 
up to in recognition of responsible business practices. City Gateway is pleased to announce 
it is an accredited member. 
 
 
 
 
 
 
Funding: This role is funded across all City Gateway programmes and activities.  
 

 
 

 
 

 
 
 
To apply please send your CV and cover letter to hr.recruitment@citygateway.org.uk 

 
 
 
 
 

  

 


