Job Description of an Executive Coach

Main Purpose of Post
Executive coaches assist professionals in the workplace. While the name might suggest exclusively working with executives, executive coaches may work with managers and other employees as well. The post holder may work for a specific individual who wants to improve his or her skills and performance in the workplace. They may also be required to assist organisations by facilitating organisational changes, which can involve working with recently promoted executives or managers to help them adapt to their roles effectively.
Core Responsibilities 
· Meeting with clients, clarifying their specific objectives and developing a strategy that will help their clients achieve those goals. I was responsible for coaching clients in a public sector organisation in relation to a change project in 2019, instigated due to an organisational restructure. Having arranged meetings with the organisation’s senior management team, objectives were clarified in relation to roles and responsibilities of three newly appointed middle managers and I was tasked with providing coaching services for a period of 6 months. Coaching Contracts agreed with each of the 3 coachees established common areas of agreement, including confidentiality, and meetings arranged with each coachee every 2 weeks. Each coachee had different managerial responsibilities and so the objectives differed, however, after the 6 month period ended, each coachee achieved the objectives agreed, and one of them far exceeded their planned objectives and was promoted into another role shortly after. The client was delighted with the outcome and I have since been engaged to support more employees of this organisation. 	Comment by Julie Crossman: If this ends up being of relevance to the Learning Area and Learning Outcomes you decide upon, it may well be that this is where you draw information from (your JD and/or CV), and, when critically reflecting upon your learning around this area in the Learning Outcome, you could introduce evidence to support your reflection. For example, I may well have an email from the client illustrating their level of satisfaction after the 6 month period. I may well also have feedback from the coachees. Also, I could have minutes from meetings attended with the senior management team. My personal reflective log and coaching hours can also be included as evidence, as examples.
· Initiative and agree a coaching contract for a number of sessions, discuss confidentiality and work to a Code of Ethics. In addition to the scenario highlighted in the example, above, I shared a copy of the EMCC Global Code of Ethics at my initial meeting with the senior management team prior to agreeing to coach three of their new managers. I then shared it with the coachees prior to the first meeting, and outlined the importance of this at my first meeting. Some aspects of the EMCC Global Code of Conduct is referred to in my standard Coaching Contract. 	Comment by Julie Crossman: Again, if this is of relevance to your Learning Outcome, you may consider exploring and evaluating how you have learned to behave in an ethical manner in more depth, drawing on evidence to support your narrative, e.g. the Contract, Code of Ethics, feedback from your coachee(s), your own reflective log, evidence from supervision sessions, etc.
· Build good working relationships with clients, allowing them to communicate their values and beliefs.
· Use coaching skills to develop your client's self-awareness.
· Help clients embrace their potential for growth and improvement.
· Motivate and encourage clients throughout the change process.
· Work with clients to develop agreed strategies for reaching their goals, continually reviewing progress.
· Provide clients with a conducive environment within which they can think about situations differently so that they can change their strategies for dealing with specific issues.
· See feedback from clients to enhance own personal and professional development.
· Work safely as a reflective practitioner to develop greater self-awareness when working with clients.
· Undertake regular review sessions with a coaching supervisor. I participate in peer coaching supervision every 2 months with my action learning set whereby concerns and issues are raised and the group consists of five of my peers. Initially, we employed the use of a trained facilitator to support our development, however, each of us now takes turns as Facilitator to guide the Set as we have become self-sufficient. I have had the opportunity to facilitate two of the Sets to date and we are each committed to confidentiality, ethical practices and allowing each other space and time to explore issues in a safe and supportive environment. 	Comment by Julie Crossman: Depending upon the Learning Area and Learning Outcomes identified, I may have chosen to evaluate my experience and learning from supervision, so I could draw information from here. It may well be that, if I was the Set member bringing a concern to the group, I could have recorded the actions I planned to undertake before the next session, and so this could be used as evidence to support my reflection in the Learning Outcome narrative. 

	Educational Requirements
	No formal academic requirements, however, optional certificate or certification recommended. Also, a business background and MBA is desirable.

	Job Skills
	Communication skills, interpersonal skills, analytical skills, problem-solving skills, ability to maintain confidentiality, leadership skills

	Median Salary (2020)*
	XXXX



Required Education
The post does not have specific academic requirements, however, since the work involves understanding what motivates human behaviour, the post holder would ideally have benefitted from studying psychology. Other desirable educational requirements include business training and/or experience in business as it will help the post holder understand the business environment they will be working in. It is not essential, however, obtaining professional certification as an executive coach will be an advantage in this role. It is also an option to complete a certificate program in executive coaching and the post holder should provide testimonials and evidence of coaching experience. Please see CV for details of formal qualifications and education relating to the above.	Comment by Julie Crossman: It is perfectly acceptable to signpost us back to the CV, or from the CV to the JD if you feel this aspect has been covered.

Required Skills
Interpersonal skills are very important because the post holder will need to be able to put clients at ease and build strong working relationships with them. Effective communication skills are essential so that the post holder can produce plans that are clear. They also need analytical skills so that they can effectively assess clients and identify issues that may be hindering their workplace performance. Confidentiality is important, since they commonly work with managers and executives and need their clients to trust them in order to be able to work effectively with them.
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