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Employment Specialist
Scale 6
Evaluation Grade  
Job Description
	Job Purpose

	
The main purpose of the role is to deliver Connect to Work on behalf of the Department for Work and Pensions. Connect to Work is a voluntary employment programme.  It seeks to help participants including those with disabilities, health conditions, and complex personal challenges, with a tailored programme of support to overcome obstacles to employment and sustain long term careers.  Employment Specialist will deliver a flexible and responsive service which engages with people either through the IPS or SEQF supported employment models. 

The role will be required to work directly with customer in a variety of settings to actively support individuals to plan and achieve their career and employment goals. You will manage a caseload of 20 – 25 people at any one time who are currently unemployed/ not working and wishing to return to work, off work and wanting support to retain or seek other employment.  


	Major Tasks 

	· To support the Councils visions and priorities both internally and externally 
· To identify and address individual development needs.
· To deliver team objectives in the most cost-effective manner, minimising waste 
· To deliver standard which achieve equality of opportunity.

Additional Major Tasks
· To conduct eligibility and suitability checks with customers ensure they meet the requirements of the contract.
· To build and maintain effective partnerships with a range of services, organisation stakeholders and partners.
· Work creatively to enable people with disabilities and/or health conditions to plan and implement individual objectives and actions 
· To assist customers to assess and monitor their progress against their objectives, recognise when these are achieved, and move forward.
· Comply with all requirements of the contract and record data efficiently in a timely manner
· Support customers to seek support from other services where appropriate to enable them to achieve their employment goals. 
· To deliver a service which complies with safe systems of work in accordance with Health and Safety, safeguarding and risk management policies and procedures. 
· To develop and build relationships with local employers and have a good understanding of the local labour market. 
· Prepare individuals for the return to work by supporting customers to understand their skills, aspirations, and goals through vocational profiling.
· Focus on rapid job search utilising local networks to overcome their barrier to employment. 
· Source opportunities for customers with tailored job search and regular contact with employers
· When placing customers with employers ensuring it is a suitable environment, including exploring reasonable adjustments & job carving that will accommodate strengths, skills and health conditions and supporting the customer with coping skills. 
· Support employers to develop inclusive recruitment practices
· Job coaching where necessary and promoting and supporting the natural support in the workplace


	Contacts & Relationships

	
· Frequent contact with individual customers, family carers, social care, health practitioners, offering information, advice and guidance for the purpose of promoting the uptake of Connect to Work. 
· Social care, health professional, internal and external providers, and organisations to discuss the customer needs and help them plan how they can be best met as part of the assessment, enablement and support process. 
· Regular contact with staff internal staff, managers and peers for the purposes of communicating personal performance and contributing to the efficient and effective running and development of the service.  
· To develop effective working relationships with a range of external agencies who might be better able to meet their employment goals such as local colleges and training providers.
· Regular frequent contact with employers, getting to know local labour market and their recruitment needs to negotiate job opportunities that meet the customers strengths, abilities, and job preferences, ensuring an excellent job match
· To support employers and customers with Access to Work claims
· To provide education and support to employers as agreed with the individual which may include negotiating adjustments, return to work strategies and on-going contact with the employer to ensure job retention.
· Regular contact with a broad range of people from partner organisations, such as DWP, education, training providers and employers, 
· Provide individualised support to customers once they have started or returned to work to assist them in sustaining employment.
· To maintain a professional relationship with customers of the programme and with key stakeholders, with attention to confidentiality and maintaining boundaries 



	Creativity

	
· Deliver innovative ways of engaging with vulnerable people, to listen and respond to their needs, aspirations in relation to their employment journey
· Work with individuals to support the creation and delivery of individual programmes that will enable them to reach there agreed employment and career aspirations, using a variety of assessment tools to identify attributes and circumstances. 
· Work creatively with social work, local primary care services, DWP, stakeholders and training providers to establish and maintain opportunities for vulnerable and disabled customers
· Contribute to professional consultations/ meetings often in very complex situations 
· The post holder will be responsible for creating action plans with customers, risk assessments and the reporting of incidents in line with T & W policies and procedures. 
· Responsibility for writing and presenting reports to the Team Leader, partner organisations and the wider service area. 
· To evaluate outcomes and interventions with the customer and Team Leader and to update customer records and the wider service area plan
· To use risk creatively to maximise independence of vulnerable people 
· Use creative skills to complete and manage applications on local and national databases such a National Apprenticeship service website
  

	Decisions

	· Make daily decision in conjunction with customers to enable them to make an informed choice around opportunities.
· You will be working in the local community independently so will on occasion need to seek support and guidance in accordance with Telford & Wrekin policies.
· Represent and advocate on behalf of job seekers to employers
· Make considered recommendations to customers as part of the vocational profiling and action plan process, balancing this with giving impartial advice and guidance enabling them to make informed choices about their employment and career options. 
· Offer support and suggestions to employers around reasonable adjustments when offering in- work support understanding their specific needs. 
· Make occasional recommendations to change the way service delivers employment support to customers within the confines of the contract



	Management & Supervision

	
· No supervisory responsibilities


	Supervision Received

	· You will receive regular supervision from the Team Leader or Group Manager
· You will have regular caseload meetings to ensure that you achieve and exceed challenging targets
· The post holder will organise their own workload, contacting their manager to seek advice where required


	Complexity

	· To have knowledge of Social Care legislation(s) and the Benefit Systems to deal with a variant caseload of clientele. 
· The role requires frequent lone working, occasionally in areas where personal safety could be at risk
· Occasionally you will be supporting individuals who may be in distress, confused, or have communication difficulties who may pose a risk to themselves or others.
· Ensuring that all data and client record management systems are complete in line with the Fidelity models for either IPS or SEQF. Contribute to the efficient and timely reporting funding provider systems where necessary. 
· Potentially working in unpleasant, difficult and sometimes cramped conditions e.g. with customers whatever their working environment may be
· You will need to have an understanding and awareness of issues related to equal opportunities and anti-discriminatory practice
· The post holder will be required to maintain current knowledge on a broad range of professional tools and assessment methods to identify customer skills and needs and then help them to develop a plan to overcome any barriers to enable them into a positive progression. This will include using resources to research the full breadth of available opportunities, and where required make referrals to appropriate agencies if further specialist expertise is required.
· Use a variety of methods to identify a person’s individual needs, helping them to develop a personal plan to overcome barriers and improve skills to enable positive progression. This will include using resources to research the full breath of available opportunities and potential referrals.
· Keeping up to date with the local labour market. 



	Resources

	· The post holder will be responsible for secure use of a phone, and laptop when these are used outside of the main premises. 
· The post holder will be responsible for processing personal sensitive information as described in the data protection act principal 1 schedule 2 & 3.


	Impact

	· The purpose of the role is to ensure the council supports unemployed adults to engage in employment and to meet all the reporting of information to support this.
· The role underpins the council’s economic & skills strategies, ensuring that local people have the right skills that employers need for strong economic growth and to attract inward investment.
· Empower individuals to reach their full potential, creating lasting meaningful employment opportunities for the people of the borough who are the furthest from the labour market. 
· To meet the requirements and funding of the Connect to Work contract with the DWP 
· The impact on the council and wider services if this specialist role did not exist would be higher rates of unemployment, greater drain on Telford & Wrekin economy, loss of best operational practice and a potential loss of employers bringing jobs and revenue to the area. 


	Physical Demands

	· The role may be desk based, but standing may be required for promotional events or when on site with employers
· The post holder may be required to transport resources and equipment to delivery venues, and when working in the local community.
· You will be required to work across the borough in a timely and efficient manner
 

	Working Environment

	· The role does require lone working with customers. 
· The role requires delivery from a range of venues.
· The post holder may be at risk of verbal abuse or antic-social behaviour.
· Some outdoor work may be required. 

	Emotional Context 

	· The post holder will have contact with customers with upsetting and distressing circumstances, potentially a regular feature of the role. The target customer group for Connect to Work may well have complex issues such as learning disabilities, neurodiversity, experience of abuse and domestic violence, mental health and distressing circumstances. 
· The post holder will have customers who may disclose sensitive information including relationship breakdown, homelessness, criminal convictions and distressing personal histories.  
· The post holder will have on going contact with customers where consequences of advice given and actions and decisions made could have a longer implication for the customer which could place emotional strain. 

	Other

	The postholder will be expected perform any other duties as are within the scope, spirit, and purpose of the job, commensurate with the grade. 

The postholder will be expected to actively follow Telford & Wrekin Council policies, including those such as Equal Opportunities, Human Resources, Information Security and Code of Conduct etc. 

The postholder will be expected to maintain an awareness and observation of Fire and Health & Safety Regulations.






Person Specification 
	Criteria
	Standard

	Qualifications
	· Level 2 or higher in English and maths
· Level 4 qualification or equivalent professional experience in a relevant area (e.g. advice and guidance, employability practitioner, education, social care)
· Trained in the IPS and or Supported Employment approaches or willingness to work towards national recognised standards and other continuing professional development 


	Experience
	· Experience of working with vulnerable people with significant barriers to finding and sustaining meaningful employment 
· Experience of providing information, advice and guidance 
· Experience of multi-agency working practices
· Relevant experience in supported employment/ recruitment or the welfare to work field
· Experience of working with people with a learning disability/ neurodivergent or have experienced mental ill health
· Proven experience of working to targets and achieving and exceeding agreed outcomes
· Experience of managing a caseload of customers
· Working assertively to influence decision makers


	Knowledge
	· Knowledge of the needs of people who face employment challenges
· Good working knowledge and understanding of the differing needs of people with disabilities and health conditions
· Knowledge of the range of services which are available to help and support people into employment and their broader needs
· Strong understanding of Health and Safety and risk assessment
· Knowledge of current best practice in safeguarding (protection of vulnerable adults and children)
· Knowledge and understanding of the challenges  people with disabilities and health conditions may have when seeking employment or returning to the work place. 
· Basic understanding and knowledge of the benefit system and disability related benefits


	Skills
	· Ability to communicate effectively with customers/ carers and health and social care professionals and wide range of partner agencies including employers in a multi-disciplinary environment.
· Able to maintain professional detachment and boundaries with customers. 
· Good motivational and listening skills to support a positive outcome.
· Ability to work in partnership with customers to produce and review employment support and action plans.
· Proficient use of Microsoft Office and data management software. 
· Excellent communication skills and the ability to advocate on behalf of customers and challenge inequality.
· Have a flexible approach to hours worked to meet the changing and developing needs of the team, customers and employers.
· Ability to work independently and use initiative to develop and promote the service.
· Good organisational ability
· Team orientated and be able to work collaboratively. 
· Passion and drive to make a positive impact for customers accessing the support.
· Able to maintain a full knowledge of opportunities and professional best practice, in a constantly changing landscape both locally and nationally. 



	Personal style & behaviours
	· As a council employee you will be supported and expected to demonstrate the Councils Core Behaviours.  Please note that these may be updated from time to time and are available on the Council’s intranet pages.
· Enthusiastic about supporting vulnerable and disabled adults to progress in employment and prepared to go the extra mile to achieve this. 
· Develop good relationships with others by behaving honestly, treating people with respect and being a good role model.
· Ability to change your approach responding to the changing needs of individuals engaged within the service. 
· Ability to support individuals and staff with respect and dignity.
· Ability to work in a confidential manner.
· Respectful and non-judgmental of individuals and their lifestyles
· Be accountable for your work practices to the Team Leader and take responsibility for your practice.
· This role will require the postholder to be able to travel around Telford and may from time to time need to transport a customer, therefore a full Driving License and access to a car is a desired requirement.


	Fluency Duty

	· The post holder will need to be able to interact with a degree of fluency and spontaneity to fully understand customer situations and produced detailed text on wide range of subjects related to education, training, and employment areas.

	Political Restrictions 
	· None




……………………………………………………………………………………………………………
We will ensure, so far as is reasonably practicable, that no disabled applicant is placed at a substantial disadvantage.  This person specification includes what we believe are fully justifiable essential selection criteria. Provided that the selection criteria unconnected with the disability are met, we will make ALL reasonable adjustments in order that someone with a disability can undertake the duties involved.
……………………………………………………………………………………………………………
	Type of criminal records checks required for this post
	Ticked as required

	None
	

	Basic Disclosure
	

	Standard Disclosure
	

	Enhanced Disclosure
	Yes

	Working with Adults - Regulated Activity
	

	Working with Children  - Regulated Activity
	



Information on types of criminal records checks is available at: 
https://www.gov.uk/disclosure-barring-service-check
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