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Job Description

	Job Title:
	Supported Employment Broker

	Grade:
	S02

	Service:	
	Employment & Health Team 

	Division:
	Employment & Skills, Inclusive Growth 

	Reports to:
	Employment & Health Coordinator 


	
Job Purpose

The Supported Employment Broker will join the Employment & Health Team working under the direction of Employment & Health Coordinator to deliver Supported Employment IAG and Job Brokerage as part of the DWP Supported Employment Programme which focuses on helping services user with SEN including autism into meaningful employment. 

You will be required to manage a caseload of approximately 25 people at any time who have SEN and/or autism and who are unemployed. The Supported Employment Broker is expected to deliver the 5 stage Supported Employment model, and the service will demonstrate BASE model fidelity (SEQF).   Working directly with all relevant stakeholders: the service user, adult social care staff, Employment and Skills colleagues, partner agencies and employers - you will support the service users on your caseload to gain and retain paid supported employment.


Specific Accountabilities of the Role

Delivering a service to users

1. To manage a caseload of approximately 25 service users at any one time who are currently unemployed, have SEN and/or autism and who wish to return to work.

2. To provide interventions for service users, these will be carried out in community venues or other appropriate settings to meet and exceed job outcome targets for service users.

3. Build relationships with various internal and external teams to generate referrals and create a collaborative working partnership where employment support is integrated early in.

4. Build a multi-disciplinary approach to the return to work. e.g. social skill development, budgeting, travel training, as well as understanding the role and reasonable adjustments needed etc.

5. Prepare individuals for a return to work by understanding their skills, aspirations and goals through vocational profiling and action planning with a focus on rapid job search with the service user, whilst utilising local support networks to help them overcome their barriers to employment.
6. To negotiate and secure employment, work experience placements and training opportunities for service users in collaboration with Jobcentre Plus, LBBD, or directly with employers. Spend time getting to know local employers, in order to negotiate job opportunities that meet each individual’s strengths, needs, abilities and preferences. Source job opportunities for service users through tailored job search and regular contact with employers.

7. When placing service users with employers, ensure that the quality of work environments are explored, including potential for workplace adjustments that will accommodate individual strengths, skills symptoms and coping skills.

8. Support wider team by exploring ‘job carving’ i.e. carving small slices of work from the duties other staff do not have time to do.

9. To provide education and support to employers, as agreed with the individual, which may include negotiating adjustments, return to work strategy and on-going contact with the employer to ensure job retention.

10. To provide in work support to service users once they have returned to work to assist them in sustaining employment; and maintain a professional relationship with the service users of the programme and with key internal and external stakeholders, with particular attention to confidentiality and the maintenance of boundaries.  Ensure that effective monitoring and evaluation systems are adhered to and keep abreast of changing practice within vocational rehabilitation

11. To adhere to administrative and data capture protocols which record the progress of individuals, and to keep accurate and complete records of casework and to ensure that all relevant policies are implemented such as information governance, safeguarding etc.

12. To undertake mandatory training as required and to actively participate in own continuous professional development

13. To regularly collect and promote service user good news stories and case studies.


Statutory requirements

None

General Accountabilities and Responsibilities  

Customer Care 

Provide services that are fair and accessible to all, challenging existing practices that support the traditional culture and promote the Customer First proposition across the Council


Project management

Undertake assigned projects, ensuring that agreed outcomes are delivered on time, within budget and to the expected standard.


General Accountabilities and Responsibilities (All roles)

· Ensure compliance with appropriate legislation, Council Policies, the Council Constitution (including Contract Rules, Financial Regulations and Rules, Employment Procedure Rules, Employees’ Code of Conduct), Information Security Policies, Social Media Policy and other requirements of the Council.

· Ensure high standards of records management and assume responsibility for all information assigned to the post.

· Promote the development of a high-quality individual need led service, to always comply with the Council’s policies and procedures, particularly those regarding Data Protection, Equalities and Diversity and Health and Safety.

· Ensure compliance with and actively promote the Council’s Equalities and Diversity policies and strategies and comply with the Equality Act 2010.

· Ensure compliance with and actively promote Health and Safety at work legislation, Council and Service H&S policies and procedures.

· Comply with the competencies and standard requisites agreed by the Council as relevant to your post.

· Comply with the General Data Protection Regulation and Data Protection Act 2018 (DPA 2018) (all employees of the Council will not disclose or make use of, for their private advantage, any information held on manual or computer records, which are not available to the public, however acquired).

· Take responsibility for continuing self-development and participate in training and development activities.

The above-mentioned duties are neither exclusive nor exhaustive and the postholder may be called upon to carry out such other appropriate duties as may be required by the Line Manager within the grading level of the post and the competence of the postholder and/or as detailed in the Council’s and Services Business Continuity Plans.
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Person Specification Template

	Post Title
	Supported Employment Broker 
	Grade
	S02

	Section, Division
	Employment & Skills, Inclusive Growth
	Date of Person Specification
	Dec 2022



	Job Requirements
	Essential Criteria

	Method of Assessment
	Job Requirements
	Criteria
(E or D)
	Method of Assessment

	Education, Training and Qualifications
	Educated to Level III or above & Evidence of continuing professional development 

	E
	AF1
	Knowledge, Skills, and Experience
	Minimum 2 years’ experience of working in a supported employment related or SEN/Autism setting/field.

	E
	AF2

	
	IAG Level 3 or a willingness to achieve this 

	E
	AF5
	
	An understanding of SEN/Autism and barriers to employment. 
	E
	AF4/I

	
	
	
	
	
	Experience of working with service users from varied backgrounds and age group

	E
	AF3/I

	
	
	
	
	
	A good understanding of the core values of Supported Employment and of the SEQF Base model of fidelity.
	E
	I

	Communication, Contacts and Relationships 

	Evidence skills to build and maintain effective working relationship with a range of different professionals and service users.


	E
	AF6/I
	Equalities and Diversity

	Able to demonstrate an inclusive style, and an approach which recognises and embraces the diversity of others
	E
	I

	
	Experience and ability to build relationships and networks both internally and with external partners and organisations

	E
	I
	
	
	
	

	
	Excellent written and oral communication skills with the ability to communicate at all levels
	E
	I
	
	
	
	

	
	
	
	
	
	
	
	

	Creativity and Innovation 
	Analytical and decision-making skills

	E
	I
	Resources, data protection and information governance.
	Organisational skills and ability to prioritise tasks effectively, and manage time effectively

	E
	I

	
	Ability to resolve problems where the immediate solution may not be apparent, using initiative and creativity to identify appropriate solutions.
	E
	I
	
	Able to work flexibly 
	E
	I

	
	

	
	
	
	Commitment to promotion and dissemination of LBBD data protection and GDPR policies and guidelines
	E
	I

	
	
	
	
	
	
	E
	

	Drive Values

	Respond – I am empathic, reliable, set high standards, encourage improvement, and work with my team to achieve high level of performance.
	
	AFV1
	Work Demands and Decisions
	
	
	

	
	Inspire – I take personal responsibility to maximise the satisfaction of service users, always treating them fairly, professionally, and transparently.
	
	AFV2
	
	
	
	

	
	Engage – As an employee I am visible, open, honest, respectful, empathic to others, accessible, and listen and recognise a job well done. I empower my colleagues to challenge the way we do things, to improve services and nurture a new kind of relationships with our customers.
	
	AFV3
	
	
	
	

	Any additional factors e.g., specialist “know how”
	
	
	

	
	
	
	

	Criteria
	E - Essential (only use Essential Criteria) 
	Method of Assessment
	AF - Application Form (see guidance for managers above)

	
	
	
	C - Assessment Centre

	
	DWP “Disability Confident Employer” Accreditation  
Applicants with a disability or impairment will be shortlisted for interview if the meet the minimum (essential) criteria for the job.
Armed Forces Community Covenant 
All personnel and veterans who have left the armed forces within the last 24 months will be offered an interview if they meet the minimum (essential) criteria for the job.
	
	 I - Interview

	
	
	
	T - Test

	
	
	
	W - Workplace Assessment or job trial

	
	
	
	O - Other (please detail below)
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Deliver

Iget the basics right and keep
learning to develop my skills.

1work with my team and others
10 getthings done, and never
leave a problem unsolved.

1 am responsible for my
actions, make decisions and
can explain why | made them.

Respond

1am professional and poli
every contact | have with
residents and customers,
leaving them always with a
‘good impression of the council

Inspire

Isee it as my personal responsibility
to maximise the satisfaction of
customers; treating customers fairly,
professionally and transparently.

I take pride in my work, and
represent the council in a positive
way, sending the right message to

residents, customers and partners in

the way | communicate and behave.

Value

1 understand my contribt
and the part | play to change
the borough for the better.

1 speak up constructively and with
respect when | think things need to
improve.
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