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	1. 
	POST TITLE:

	Employment Assistant

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:
	Grade 6
Job Evaluation Ref No:   N9628


	4. 
	LOCATION:
	Your normal place of work will be either Spectrum 8, Seaham or Green Lane, Spennymoor. However; you may be required to work at any council workplace within County Durham.



5. RELEVANT TO THIS POST: 
Contract:
This post is funded through ESF as part of the 2014-2020 European Structural and Investment Funds Growth Programme in England. ESF funding will end in April 2021.
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
Disclosure & Barring Service:    
N/A
  6.
ORGANISATIONAL RELATIONSHIPS:
For employment purposes, the post-holder will be responsible to the Area Co-ordinator, or their nominee within the Economic Development Service.
7.
DESCRIPTION OF ROLE:
The Durham Advance project is an EU funded programme to help support unemployed and inactive residents with health conditions, with an additional focus on unemployed and inactive residents aged 50+ who have health conditions and/or other barriers preventing them from entering the labour market.  Each area team will have dedicated Employment & Development Advisors to deliver this programme and the Council’s local employability initiatives.  The post holder will be responsible to the Area Co-ordinator and work alongside the Employment & Development Advisors, with residents who have been identified as requiring additional support to enable them to progress and remain in learning and/or employment as well as working with employers to recruit suitable disadvantaged target clients.

· Provide intensive case management, which supports customers to overcome difficulties and barriers to moving into and sustaining learning and/or employment and in other opportunities such as work experience.

· Facilitate and support clients to enter learning/employment and provide an effective aftercare service to support them to sustain commitment.

· Work with Employment & Development Advisors to identify specific needs, provide ongoing IAG and continued mentoring support. 

· Work with Employment & Development Advisors to support local employers to identify staffing needs and help fill vacancies from disadvantaged target groups.

· Manage a caseload of clients using in-house and programme management systems. 

8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:
1. Engage, build and maintain effective relationships with clients and provide effective IAG, confidence building and aftercare on a one-one basis. 

2. Support clients’ employment, skills & health needs to help them meet and progress their current and future career aspirations.

3. Encourage and supports clients in preparation for learning/job interviews.

4. Identify and refer clients to relevant support services as required to progress and/or maintain successful development.

5. Work alongside Employment & Development Advisors to support clients’ continued personal and skills development, working to address any training and development needs and accessing resources and any other appropriate service provision.

6. Develop and maintain a wide knowledge of local Labour Market Intelligence and opportunities for clients.

7. Work alongside Employment & Development Advisors to support local employers with recruiting, selection, induction and training

8. Establish close links with local business support organisations and broker specialist business support where required.

9. Maintain an up to date knowledge of the skills supports services, ensuring that clients are referred to high quality and appropriate provision.

10. Identify, develop and implement innovative ways to maintain engagement between clients and the Durham Advance programme.

11. Be responsible for own administration and record keeping; manage and develop own caseload and assist Employment & Development Advisors to assess and monitor overall client progression and sustainment. 

12. Any other duties appropriate for the successful operation of the programme. 

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.
9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification:  Employment Assistant (Grade 6)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· Level 3 IAG
	· Level 4 IAG
	Application form

Selection Process

Pre-employment checks



	Experience
	· Relevant experience in the careers, employability or training sector.

· Experience of mentoring and progression support of clients.

· Experience of working with a wide range of public, private and voluntary sector and business.


	· Experience of mediation and conflict resolution

· Experience of employer engagement in a business support/welfare to work/recruitment capacity.

· Experience of working with and signposting clients with multiple needs, including health related conditions or issues.

· Experience of managing a caseload of clients.


	Application form

Selection Process

Pre-employment checks



	Skills / Knowledge
	· Understanding of the barriers that may face long term unemployed people in sustaining employment.

· Skills to find innovative and informed solutions to the challenges of the project.

· Understanding of the infrastructure of multi-agency welfare to work support in the area.

· Excellent IT skills, particularly using digital communication methods.

· Ability to utilise social media platforms effectively in communication with and support of customers.

· Knowledge of a range of funding streams available for training and employment support.

· Ability to assimilate complex information and produce clear and concise feedback, reports and briefing documents or presentations.

· Ability to adapt priorities to meet internal/external demands.

· Ability to develop and maintain constructive relationships with stakeholders, clients and project staff.
	· Knowledge of the geography of the project area.
· Ability to work as part of a virtual team

· Understanding of recruitment and workforce planning
	Application form

Selection Process

Pre-employment checks



	Personal Attributes
	· Self-motivated and capable of responding independently to problems and situations and exercising initiative within the parameters of the project.

· Keen to learn and develop new skills, and take on new challenges.

· Conscientious, responsible and professional approach to work.
· Willingness to adopt a flexible approach to working, including evenings and weekends as required by the nature of the post.

· Work using own initiative and as part of a wider team

· Commitment to providing a quality service

· Excellent customer care
	· Full driving licence and access to a vehicle
	Application form

Selection Process

Pre-employment checks
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