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	Post
	Towards Better Futures - Project Worker

	Job Family/
Grade/Level:
	SR4/Grade 5

	Summary 
of Role:
	Main duties and responsibilities: 

· To contact and communicate with young people who have been referred to the service, to introduce the service and explain training provision that is on offer. 
· Coordinate and monitor the allocation of opportunities.
· Maintain & monitor attendance spreadsheets, making available for Partners and Towards Better Futures team. 
· Coordinate, develop and deliver group induction and employability sessions. 
· Ensure all required paperwork is completed for young people accessing the service in line with external funding requirements. 
· Gather and analyse feedback to support continuous improvement of the service.
· Monitor and update client management system as per external funding requirements.
· Deliver and implement one-to-one aftercare for young people who are participating in the service. 
· Coordinate work experience opportunities.
· To liaise with stakeholders including colleges, training providers and employers to generate quality progression opportunities for the young people.
· Market and promote the service to young people and partner organisations. 
· To undertake training considered necessary for self-development.




	
	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	Recognised related professional qualification, e.g. youth work, social care, careers guidance, Community Development




	
	X Application Form
X Certificates

	Skills
	Experience of relationship building skills and supporting young people with multiple barriers one to one and in groups.

Experience of working to performance targets and achieving them.

Excellent communication skills, including presenting information in a variety of formats.

Excellent verbal and written communication skills 

Excellent organisation and time management skills

Experience and ability to maintain effective partnerships and positive relationships with young people, parents, colleagues and partners.

The ability to work independently and use own initiative.

Ability to maintain accurate client records and evidence of impact.
Experience of managing a caseload of individuals with varying needs and at different stages of engagement and progression.


	Driving license and own transport.



	X Application Form
X Interview

	Knowledge
	Knowledge of the local labour market including awareness of the key employment, education, training and voluntary sector 

Knowledge of issues affecting young people within minority groups. 


Excellent knowledge of Microsoft Office packages



	Awareness of No One Left Behind current Employability Strategy.


Knowledge of reporting requirements within No One Left Behind Funding 
	X Application Form
X Interview

	Other
	Adaptable to change and work flexibly and adopt a solution focused approach to challenges. 

	
	

	Competencies 

	
	Attitude 
	Level 
	1

	
	Self Development 
	Level 
	2

	
	Influencing
	Level 
	2

	
	Motivation
	Level 
	2

	
	Customer Orientation
	Level 
	1
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