
 

Learning and Skills Coordinator 

Job Title:  Learning and Skills Coordinator   
Hours:  28 hours per week 
Salary:  £30,000 (pro rata)  
Location:  360 Middle Park Avenue, SE9 5QH  
Duration:  Permanent 
 
About the role   

As a small charity, our staff team work closely in a flexible, cooperative working style. 
Prioritising the best service to our guests, all team members thrive off a fast paced 
and dynamic environment which varies day to day. We are looking for someone 
enthusiastic who can be flexible and adaptable in a fast changing and highly 
rewarding work atmosphere, and that shares the vision of our staff and trustees. 
 
The Learning and Skills Coordinator will lead the development and delivery of clear, 
structured pathways into education, training, volunteering, work placements and 
employment for guests accessing GHP services. The role will work directly with guests 
to identify aspirations, remove barriers, and support progression into meaningful 
opportunities that enhance wellbeing, independence and long-term stability. 
 
We are particularly welcome those with lived experience of homelessness who are 
able to bring their ‘expertise through experience’ to the role. 

Key responsibilities:  

Guest Engagement & Support  

o Conduct individual learning and skills assessments with guests to identify 
strengths, interests, barriers and progression goals. 

o Develop personalised Learning and Skills Plans with clear milestones and review 
points. 

o Provide 1:1 coaching, motivation and practical support to help guests sustain 
engagement in learning, training or work placements. 

o Support guests to access external education, training and employment services, 
ensuring continuity of support throughout their journey. 

o Maintain professional boundaries and trauma-informed practice at all times. 

Programme Development 

o Design and deliver a structured Learning and Skills Programme for GHP guests, 
including group workshops, information sessions, and skills-building activities. 

o Establish clear pathways into education, training, volunteering, work placements 
and employment. 

o Monitor participation levels and progression outcomes to ensure annual targets are 
met. 

 

 
 



 

 

Partnership Working 

o Build and maintain strong relationships with local colleges, adult education 
providers, training organisations and employers. 

o Work with corporate partners to develop meaningful work placements, volunteering 
opportunities and employment pathways 

o Represent GHP at external meetings, forums and partnership events related to 
learning, skills and employability. 

o Work collaboratively with Casework and Day Centre teams to ensure learning and 
skills support is integrated across GHP services 

Monitoring, Evaluation & Reporting 

o Record all client engagement, progression and outcomes on GHP systems in line 
with organisational standards 

o Produce monthly reports for the Senior Leadership team and Trustees on 
participation, achievements and emerging needs. 

o Ensure compliance with safeguarding, GDPR and organisational policies 

 

 

_____________________________________________________________________________________ 

Person specification  
 

Experience 

 Experience working with people experiencing homelessness and/or complex 
needs (e.g. mental health, substance misuse, offending history) and/or 
‘expertise by experience’ of homelessness 

 Experience delivering or coordinating adult learning, employability, training, or 
skills-development programmes. 

 Experience providing 1:1 support, coaching or casework to help individuals 
progress towards goals 

 Experience building and maintaining partnerships with external agencies, 
education providers, employers or corporate partners 

Knowledge 

 Understanding of adult education pathways, employability programmes, and 
barriers faced by people experiencing homelessness  

 Understanding of how entering work, volunteering, or training may affect a 
person’s benefits 

 Knowledge of trauma-informed practice and strengths-based approaches 
 Awareness of safeguarding responsibilities and professional boundaries 
 Awareness of equality, diversity and inclusion principles 

 



 

 

 

Skills & Competencies 

 Ability to motivate, empower and engage individuals with varied levels of 
confidence and readiness 

 Strong partnership-building and relationship-management skills 
 Excellent communication skills, both written and verbal, with the ability to adapt 

to different audiences 
 Strong problem-solving skills and the ability to respond calmly and 

professionally to emerging issues 
 Competence in designing structured learning or progression pathways 
 High level of accuracy in record-keeping, monitoring and reporting 

Personal Attributes 

 Empathetic and non-judgemental approach 
 Professional integrity and ability to maintain boundaries 
 Enthusiastic about creating opportunities that build confidence, independence 

and long-term stability for guests 
 Commitment to empowering individuals to achieve sustainable outcomes 

 
IT & Administrative Skills 

 Competent in Microsoft Office applications. 
 Ability to maintain accurate digital records. 
 Understanding of GDPR and data protection requirements. 

 

How to apply 

Please send your CV and a cover letter outlining how your skills and experience meet 
the requirements of the role to Mandy Brinkhurst at 
hello@greenwichhomelessproject.org.uk by 28/08/26. Interviews will take place 
during the week commencing 07/09/26. 

If you have any questions about the role or would like to discuss anything in more 
detail, feel free to get in touch. 

We look forward to hearing from you! 

 

 


