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What is a Supported Internship Job Coach? 

 

The core role of the job coach is to provide tailored support to: 

 Young people to enable them to gain, learn from, develop in and maintain 

their internship and to make a positive progression on to paid sustainable 

employment; and 

 Employers to enable them to offer a meaningful internship and recruit 

interns where possible. 

Job coaches will be able to support a varying number of interns, typically 

between 3 and 5, but some will work with considerably more.  Access to Work 

funding is available for job coaches, but only where they directly support the 

interns in their workplace.  Other support provided by a job coach will need to be 

funded separately.  

Job coaches can be involved in the following range of activities: 

1. Pre-placement at work 

 

 Vocational profiling and assessment 

 Sourcing potential employers, identifying possible internships through 

cold-calling, visits, liaising with other departments 

 Undertaking job matches 

 Job analysis 

 Negotiating or ‘carving’ job roles 

 Helping interns to prepare for and accompanying them to interviews 

 Supporting interns to develop CV’s 

 Travel and mobility training 

 Sourcing and gathering relevant documentation for work 

 Helping interns to sort out travel arrangements (e.g. planning routes 

or getting bus passes) 

 Accompanying interns on visits to the workplace prior to starting a job 
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2. Workplace support 

 

 Attending workplace inductions and first day or first few days at work 

 Mentoring and confidence building 

 Learning the job role in readiness for training the intern 

 Training the intern to proficiently learn and deliver tasks  

 Breaking down tasks, sometimes applying systematic instruction 

techniques 

 Modelling workplace behaviours 

 Target-setting and monitoring and reviewing progress 

 Encouraging intern self-assessment/reflection 

 Regular workplace visits 

 Observation of interns 

 Producing visual or written aids and reminders (e.g. step-by-step task 

list) 

 Re-phrasing or repeating employer instructions 

 Checking interns’ understanding 

 Negotiating an increase in responsibilities or new activities 

 Supporting interns to try out new ways to do things if they are not 

successful at first 

 Trouble-shooting or advocating for intern when things go wrong 

 Identifying skills development needs and either addressing them or 

referring to other staff 

 Determining if an intern need to move placement and arranging for 

that to happen 

 

3. Support for Employers 

 

 Explaining an intern’s strengths and support needs 

 Advising on reasonable adjustments 

 Sharing successful strategies (e.g. for communication or disciplining an 

intern) 

 Being a first point of call if issues or problems arise and negotiating 

solutions 

 Providing information about a particular condition or impairment 

 Introducing the intern to his/her colleagues and offering advice on how 

to best support and include him/her 

 Identifying additional and/or more challenging tasks or roles that an 

intern could take on 

 Suggesting appropriate ways to explain tasks, developing supporting 

accessible resources of use to the wider workforce 

 Ensuring interns are on task and meeting workplace standards and 

expectations (e.g. for time-keeping/attendance) 
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4. Towards the end of the internship 

 

 Negotiating opportunities for paid employment with employer providing 

internship 

 Supporting interns in job search and application 

 CV revisions 

 Helping interns prepare for and accompanying them to interviews 

 Signposting interns to other services (e.g. Access to Work) and if 

necessary liaising with these agencies 

 Introducing interns to other agencies (e.g. local supported employment 

services) 

 Identifying volunteering possibilities 

 

5. Other roles during the internship 

 

 Mediating between parents and interns 

 Keeping parents informed of progress 

 Mentoring 

 Providing a link between classroom and workplace learning 

 Reporting on progress to co-ordinator/manager 

 Providing mutual support for other job coaches 

 Identifying relevant further learning opportunites 

 

6. Skills, attitudes and behaviours 

In order to fulfil these responsibilities, each job coach needs a diverse set of 

skills, attitudes and behaviours, and where a provider is employing several 

coaches, it will be important to build up a team with complementary skills and 

strengths. 

The below skills, attitudes and behaviours are important in the job coach role. 

 A positive outlook 

 Ability to anticipate need 

 Ability to drive/travel between sites 

 Ability to encourage and motivate others 

 Ability to exercise firm but fair behaviour management 

 Ability to multi-task 

 Ability to use own initiative 

 Adaptability 

 Assertiveness (to be applied with employers and interns) 

 Being a ‘people person’ 
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 Belief in the supported internship programme and the young people’s 

ability and right to work 

 Communication skills – with interns, employers, families, colleagues 

including those in other agencies 

 Confidence to be autonomous and make your own decisions 

 Creativity:  being able to think outside the box 

 Diplomacy 

 Empathy 

 Flexibility 

 Negotiation skills 

 Open-mindedness 

 Patience 

 Preparedness to ‘roll sleeves up and get stuck in’ 

 Problem-solving skills 

 Resilience 

 Resourcefulness 

 Responsiveness 

 Sales skills 

 Time management skills:  time-keeping and prioritising 

 

7. The job coach contract 

Job coaches need a contract which acknowledges that there will be a need for 

flexible working hours which require working outside of term times and may 

include evenings, weekends and bank holidays.  In line with the provider’s 

human resources procedures, job coaches will need to be able to travel to a 

variety of locations, sometimes at short notice, and if using their own cars 

should have business insurance.  Job coaches should be covered by providers’ 

lone working policies and procedures. 

 

 

 

 

 

 

 

 

 

Summary 

 Job coaches need a diverse skill set, including the confidence to 

work effectively with young people, employers and parent/carers; 

 Need to be flexible, adaptable, creative and willing to work 

outside term time, sometimes including anti-social hours; 

 Have a wide range of responsibilities, some of which will require 

them to undertake specific training; 

 Job coaching is significantly different from providing learning 

support, requiring a higher level of responsibility and autonomy; 

 Job coaches need to be able to recognise when and how to 

provide support, and when to increase, decrease or remove 

support; and 

 Need high levels of energy and enthusiasm and above all a belief 

in the young person’s right and ability to achieve paid 

employment. 
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Further Reading: 

The information in this material has been drawn from the Department for Educational 

document ‘Supported Internships’, revised December 2014.  Please use below link for 

the full document. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/389411/

Supported_Internship_Guidance_Dec_14.pdf  

http://base-uk.org/sites/base-uk.org/files/[user-raw]/11-

06/supported_employment_and_job_coaching-_best_practice_guide....pdf  

http://www.preparingforadulthood.org.uk/resources/all-resources/factsheet-supported-

internships  
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