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Job Description: 
 
Learning Mentor  
 
Salary:                 £22,000-£24,000 
 
Work Hours: This post is full time. 9am to 5pm (with an expectation that out of hours 

are worked when necessary to achieve objectives) 
 
Location:   Cornerstone House, 14 Willis Road, Croydon CR0 2XX 
 
Reporting to:    Managing Director  
 
Introduction: 
 
The Write Time has quickly established itself as a leading specialist mentoring and education 
organisation working with vulnerable people of all ages to ensure each person referred to our 
services achieves their full potential in both an educational and personal sense, with the use of 
Choice Theory. The Write Time has multiple facets to the business. The organisation has a small 
independent school arm that was recently commended by Ofsted for its quality of provision for the 
wellbeing of young people. We also run a Traineeship programme for young people aged 16-24, 
helping them to get into education, employment or training. In the past, we have worked with over 
1000 students across 12 schools in 7 boroughs. The Write Time is now also developing an 
employment programme that will support young people into apprenticeships.  

We are specifically looking for two experienced Learning Mentors to work in two Primary and two 
secondary schools in Croydon. The role will involve mentoring students that have been identified as 
being At Risk of becoming NEET.  

 
Mission Statement:  
 
To deliver the highest quality provision of education and support to help people thrive in their 
challenging environment. 
 
Our Values: 
 
Quality: The Write Time is committed to ensuring that all operational activity evidences a high 
quality service, customer satisfaction and positive impact on individual’s lives. 
 
Support: Ensuring that all young people have someone within The Write Time that is a positive role 
model who they can trust, listen, and direct them on the right path. 
 
Education: The Write Time will allow young people to find their self-belief and confidence to want 
to succeed the best they can in education. 
 
Environment: The Write Time will empower young people through Personal Development 
activities to stretch their comfort zones to better their lives. 
 
Raising the Profile: The Write Time will become the provider of choice (in London) for prime 
contractors, Local Authorities, employers and Central Government. 
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2. KEY ACCOUNTABILITIES:  
 
Main Duties 

 
1. The young people remain in education and have an improved attendance, behaviour and 

achievement.  
 
2. A programme of workshops and activities is developed to re-engage young people.  

 
3. Intensive mentoring support is provided for young people.  

 
4. Information, advice and guidance is provided to young people.  

 
5. Young people move from being service beneficiaries to service deliverers.  

 
6. All young people engaged continue in the programme and attend all the mentoring sessions.  

 
7. To have the strongest possible track record of delivering successful workshop-based 

learning with hard and soft outcomes, to post-16 students, that have a variety of needs and 
are from challenging backgrounds (including ASD, Dyslexia, Dyspraxia, ADHD). 
 
 

8. Respond in a suitable manner to the welfare of young people including child protection and 
vulnerable young adult issues, liaising with multiple agencies, incl. social services, priority 
learner team, completing all relevant paper-work requested by said agencies pertaining to 
the young person.  
 

9. Build relationships with young people by participating in activities relevant to their 
emotional, social, academic, domestic and professional needs. 

o Build relationships with young people based upon mutual respect. 
o Develop the self-esteem and motivation in the young people.  
o Assist the young person with their goal setting to achieve academic, professional 

and personal success. 
 

10. To carry out any other reasonable requests by management, consistent with the nature the 
role. 
 

11. To make phone calls to parents in the morning to check on attendance and wellbeing, and 
to make calls to parents throughout the day as necessary, depending on updates that they 
would need/want/would be useful for them to know 

  
 
12. All paperwork is collated and evidence is collected in line with our funders requirements.  

 
13. All monitoring reports are completed on time.  

 
14. All activities reflect the standards and values of The Write Time.  

 


