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Job Description

	For HRU use only
	Ref: DBS3396


	Directorate
	HECS – CYPL

	Section/Location
	Employment and Skills

	Post Title
	Employer Engagement Officer 

	Permanent/Temp
	Temporary, part – time (3 days a week) for one year from appointment

	Grade
	Grade 7 (£23,111 to £25,463)

	Responsible to
	Programme Manager 

	Responsible for
	Developing job opportunities, apprenticeships and work placements within retail businesses in the borough

	Job Purpose

	The Employer Engagement Officer who will engage with retail businesses and support all of their recruitment and training needs. Specialist routeways will be created in conjunction with local employers into local jobs and the wider retail sector. The Advisor will support businesses to find talented, skilled, enthusiastic local people to join their team by providing;

• Recruitment & Screening support

• Employability Skills & Interview Preparation
• Effective coordination with employability and learning provision to secure progression routes for residents and learners
• Awareness and Career Insight Sessions dispelling the myths around retail employment

• Short Sector Specific Training Programmes

• Customised Modules tailored to specific business needs

• Work Experience / Work Trials

• Co-ordinated Jobs Fairs and Events

• In Work Support & Mentoring

• Identification & Provision of Training & Apprenticeship Opportunities

The postholder will be part of the Employment and Skills team and link closely with wider employability projects for long term unemployed residents. Packages of support will be designed and provided to local residents to ensure they are able to compete for the vacancies, understand the business culture and brand and all of the employer expectations around the roles. Guaranteed interviews will be negotiated for residents that commit to the programme and on going in work support provided to help them with the transition from benefits to work.



	Job Content

	• Source and engage with local employers to secure employment opportunities, apprenticeships and work placements for our local residents. 

• Develop a base of employer contacts sympathetic to the work-place and work experience needs of long term unemployed residents 

• Source and secure a real job opportunities, apprenticeships and work placement within retail businesses 

• Develop an thorough understanding of the recruitment practices of the individual retail businesses

• Act as a ‘Job Coach’ to residents where required to assist them through the recruitment process and into sustainable employment. 
• Providing high quality support, guidance and mentoring to unemployed people to access the new employment and training opportunities

• Visit the new recruits in post; review progress with their supervisors and provide updates to the Programme Manager.
• Identify the needs and strengths of businesses in a coherent and comprehensive way undertaking a range of assessment activities and developing action plans to fulfil their requirements where appropriate

• To support in celebrating the successes from the project by providing examples of those achievements in the form of case studies or profiles.

• Provide data and monitoring information to the Programme Manager as required by our funders and partners

• Devising and completing appropriate evaluation activities with residents and employers to determine the impact of the project and for continuous improvement.
• To add value by developing networks with those involved in other client and employer engagement activities to support collaborative working and avoid duplication.

• Ensure a smooth transition into employment or training, within appropriate time scales to meet contract requirements.

• Ensure all paperwork and activities are completed correctly and on time.
• Design and deliver packages of support and route-ways for businesses, integrating with adult learning provision, colleges, the voluntary sector and providers of specialist support and training.

• Prepare and deliver motivational sessions to groups, individuals and partners to promote opportunities 

• To coach and prepare the client for job interviews, support with application completion and increase their IT literacy.

• Contribute and adhere to North Tyneside Council’s policies and procedures and quality standards; have knowledge of the policies, procedures and practices of any associated organisations being worked with.


	Performance standards

	· Regular Supervision and an annual Individual Performance Review (IPR) will monitor performance against agreed objectives for the post holder.

· KPI’s include; businesses engaged, opportunities sourced, candidates engaged, candidates successfully matched to vacancies.



	Working conditions

	1. The post holder will have an office base at one of the centres.
2. The post holder will be expected to be able to visit employers premises on a regular basis.

3. There is scope for flexible working in the duties of the post in arrangement with the lead manager.
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