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	For HRU use only
	Ref: DBS4096


	Directorate
	Health, Education, Care and Safeguarding - Children Young People and Learning

	Section/Location
	Employment and Skills – Employability

	Post Title
	Employability Partnership Coordinator

	Permanent/Temp
	Fixed Term – 12 months (Jan-Dec 2021) (Subject to Funding)

	Grade
	Grade 8

	Responsible to
	Programme Manager

	Responsible for
	Coordination of delivery and impact of the North Tyneside Employability Partnership


	Job Purpose

	· To work as a part of a virtual North of Tyne Combined Authority (NTCA) wide team with the Department for Work and Pensions and Local Authority counterparts to develop and implement a coordinated employment and skills offer to improve the job prospects of young people in North of Tyne. 
· To support the Programme Management team in the coordination of partnership activities to increase collaboration and maximise impact across employment and skills services.  
· To liaise with providers to ensure intelligence, research and policy developments are well communicated, understood and implemented in an integrated way.

· To facilitate case management in daily operations ensuring capacity, support and infrastructure is well developed and residents access the most appropriate support.

· To ensure consistency in approach and messaging across NTCA area in connecting young people with the right services based on their needs.
· To act as an ambassador and coordinator of new initiatives such as Kickstart and Youth Employment Partnerships and effectively communicate developments around Adult Education Budget (AEB) funded Sector Based Work Academies, apprenticeships, etc.


	Job Content

	Main duties and responsibilities

1. Develop and drive delivery of a place-based plan for North Tyneside to establish a physical and virtual partnership approach

2. Identify and engage with partners/providers, facilitating an inclusive employment partnership approach

3. Work collaboratively with the North Tyneside Employability Partnership to ensure intelligence, research and policy developments are well communicated, understood and implemented in an integrated way

4. Act as a champion of new and existing Government/NTCA and partner initiatives such as the Kickstart Scheme and effectively communicate developments to maximise capacity on programmes

5. Develop/implement an insight strategy which will enable the partnership to identify and develop new activities/approaches that are informed by the voice of residents 

6. Work with a wide range of stakeholders to maximise reach and engagement of young people and unemployed residents into existing employment and skills services to ensure that all are provided with the right services based on their needs 

7. Utilise data and insight to understand the impact of the Employment Partnership within the local authority area – working with providers to collect, analyse and aggregate data to inform progress across North of Tyne 

8. Work collaboratively with NTCA, DWP and LA stakeholders to bring clarity to the collective employment services offer across North of Tyne, identifying synergies, new partnerships and highlighting provision gaps.



	Additional Responsibilities
1. Support the planning, development, delivery, monitoring and reporting on the activity of the Employability Partnership in North Tyneside
2. Undertake effective engagement and communication with key partners including schools, businesses and providers; to develop and influence provision to be appropriate to assist NT residents of all ages to improve their prospects of securing and sustaining employment with an aim to meet current and future employer demand
3. Work with the programme management team to ensure that partnership activity meets the needs of the service, residents, key stakeholders and the requirements of funding bodies

4. Coordinate activities within the partnership ensuring an effective flow of residents accessing the most appropriate services / providers and help to address any underperformance
5. Assist partners in the implementation of new approaches, initiatives and funded projects to ensure a smooth rollout, maximised impact and performance
6. Monitor and support quality assurance processes across Employability Projects through effective caseload reviews ensuring the progression of residents to their desired outcomes
7. Access and share appropriate labour market intelligence, research and policy developments with all partnership stakeholders to inform the development of innovative approaches and new provision and projects
8. Undertake engagement and consultation to identify gaps in delivery and support the partnership to develop and submit relevant funding bids and commission activities as required
9. Carry out secretariat duties for the Employability Partnership including organising relevant meetings and events, chairing meetings and subgroups, taking minutes and drafting and sharing relevant reports
10. Support key stakeholders, Programme Managers and Employment Advisers to widen and increase participation and maximise the impact of provision
11. Contribute to the development and delivery of publicity and outreach materials, activities and events to improve awareness of available provision, ensure appropriate referrals and signposting takes place between partners 

12. Attend relevant meetings as required and represent the Service in local and regional forums as requested

13. Oversee and undertake administrative and any other relevant duties as may be reasonably be requested. 



	Performance standards

	Expected Outputs:

· Production of an Implementation Plan which includes all agreed work streams

· Establishment and expansion of the employment partnership

· Creation of a local map or directory of provision delivered by the partnership

· Creation of a timetable of youth focus sessions across a 12-month period

· Evidence of developing services to meet customer need including a Quarterly Progress report (qualitative and quantitative information), impact data and production of case studies.
Additional Performance Standards:

1. Developing and implementing a strategic partnership approach and offer that meets the needs of residents, employers, schools and partners, the requirements of funding bodies and achievement of strategic outcomes
2. Implementing an effective and efficient partnership approach to increase the range and quality of opportunities available to NT residents of all ages  
3. Increased access to external funding sources to develop the North Tyneside Employment and Skills Offer 

4. Work within and promote North Tyneside Council’s policies and procedures at all times
5. Assist partners to achieve excellent standards in service delivery and outcomes for all service users

6. Promote North Tyneside Council’s values, Ofsted Education Inspection Framework, Matrix Standards and the Service Quality Framework

7. Support the wider goals, plans and performance of the Service upholding and promoting NTC values and adherence to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct. Comply with the Freedom of Information Act 2000 in relation to the management of Council records and information and the Data Protection 1998. 


	Working conditions

	37 hours a week to be delivered flexibly.  This may include evening and weekend working.  An office base in the borough is provided and travel and working throughout the borough are characteristics of this post
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