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Role Profile


	Role Details


	Job Title:
	Employability and Learning Facilitator
	Service:
	Skills for Learning, Life & Work

	Directorate:
	Education, People & Business
	Reporting to:
	Employability & Learning Co-ordinator

	Grade:
	Grade 7

	Hours: 17.5
	Salary will be pro-rated for part-time hours

	Work Location:
	Kirkintilloch Learning Campus/ outreach locations


Role Purpose
· To provide a range of high quality learning and development services which are outcome focussed and effectively address the current and anticipated need of our communities and workforce. 
· Assist in the development and delivery of employability, community learning and development and people development support, guidance, learning and training services to local people, employees and members of the public, with a view to improving confidence and skills and help achieve commitments in the Single Outcome Agreement.
· Contribute to the achievement of Skills for Learning, Life & Work objectives and standards by supporting team work and flexibility, contributing to the overall success of the Council.

· Work to continuously improve service delivery and performance of the Skills for Learning, Life & Work team.

Role Accountabilities & Key Activities
· The Employability and Learning Facilitator will specialise in either Employability or Community Learning activities and contribute across all activities and accountabilities including workforce development.
· Contribute to a “shared services” approach to learning and development, quality frameworks and performance management.
Employability
· Develop and deliver services across all 5 stages of the East Dunbartonshire Employability pipeline approach designed to assist young people and adult’s secure sustainable employment.

· Proactively participate in the design, development, organisation and delivery of a range of services including information and guidance, work placements, one to one support, non accredited and accredited training courses, using a range of techniques and across a variety of settings, to individuals and groups to meet corporate priorities within local strategies.
· Implement services in a range of locations across East Dunbartonshire.
· Identify and develop new training initiatives and funding bids to improve the range, availability and accessibility of learning opportunities.

· Undertake Learning Locality employability and learning needs’ assessments, to inform partnership strategies and plans, ensuring needs are prioritised and addressed.

· Work with partners to develop joint training programmes to maximise the impact of available resources.
· Participate in the promotion and marketing of employability services and organise celebration of achievement events to raise awareness of opportunities and encourage participation and progression.
· Identify and organise additional support where required, to assist learner needs e.g. financial/ benefits advice to remove barriers to learning.

· Work directly with employers to assist employer recruitment, further develop opportunities and raise awareness and sensitivity to clients’ needs to increase the chances of successful outcomes.

· Assist in the delivery and monitoring of externally funded employability programmes.
· Create and maintain learner records to fulfil funder requirements and monitor individuals’ progression. 
· Routinely undertake self-evaluation, on an individual, team and partnership basis, to ensure that service standards are met and practice continuously improved to deliver better outcomes for local communities.
Community Learning and Development
· Assist in the development and delivery of a range of interventions to meet the key objectives as outlined in Community Learning and Development Strategic Guidance to Community Planning Partnerships.
· Work with partners, in both the statutory and voluntary sectors, to maximise opportunities for adult learners, particularly those in targeted and hard to reach groups, to access a range of quality learning experiences.

· Proactively development and provision of programmes that enable local people to engage in lifelong learning, improve their employment prospects and contribute to the local economy.

· Assist in the development and delivery of strategies, policies, plans and training aimed at improving adult learning and employability outcomes.

· Implement literacy, numeracy and ESOL interventions and support in one to one and groups in a range of outreach locations.

· Assist in the recruitment, development and co-ordination of paid sessional tutors and volunteers.
· Work with Learning Locality partners to deliver local and national strategies and policies which support, young people, adults and communities to develop the necessary skills for learning, life and work. 
· Develop an understanding of local communities to ensure that resources are effectively targeted to meet prioritised needs. 
· Build and maintain relationships with individuals and groups to facilitate and strengthen local communities.
· Work with partners to develop, deliver and strengthen learning and development opportunities, across a range of contexts, to maximise positive change and improve the quality of life for individuals and communities.
· Create and maintain learner records to fulfil funder requirements and monitor individuals’ progression
· Routinely undertake self-evaluation, on an individual, team and partnership basis, to ensure that service standards are met and practice continuously improved to deliver better outcomes for local communities.
Workforce Development
· Assist in the implementation of a range of learning and development interventions across the council’s workforce including information and guidance, one to one support and training courses.  
Customer Service Delivery

· Communicate with key stakeholders in identifying and taking action to meet the needs of different customer groups. 

· Consult regularly and seek feedback to improve overall service delivery to stakeholders. 
· Manage customer expectations by responding and prioritising customer requests, taking account of other work demands.

· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation. 
Team Working & Relationships
· Support good working relationships by offering advice, encouragement and assistance to enhance overall team performance.

· Communicate within the Skills for Learning, Life & Work team by being open and approachable and developing working relationships with fellow team members.
· Work to achieve team objectives by developing strong working relationships with stakeholders. 
Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.  

Best Value 

· Contribute to the performance of the Skills for Learning, Life & Work team by achieving team objectives and priorities. 
Best Practice
· Share best practice with team members to improve Skills for Learning, Life & Work team performance. 

· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.
· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with corporate objectives.
Context
	Location:


	Kirkintilloch Campus and other community and council locations where required.


	Mobility:


	As per contractual terms:
You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service


	Terms & Conditions Applicable to the Role:


	LGE 
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	

	
	Temporary
	(

	
	Casual 
	

	
	Sessional 
	

	Working Hours:


	35 hours
	

	
	37 hours 
	

	
	Other  (please specify)
	17.5

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	
	
	9
	9
	9
	
	

	
	Finish Time
	
	
	12:30
	5
	5
	
	

	
	Unpaid Break 
	
	
	
	1
	1
	
	

	
	Total Daily Hours 
	
	
	3.5
	7
	7
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	(

	
	Term time 39 Weeks 
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	(

	
	If ‘yes’ please give details 
	Commitment to work evening and weekends as necessary

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	(

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	

	
	No
	

	Disclosure:


	Not Applicable 
	

	
	Level 1
	

	
	Level 2
	

	
	Level 2 with barred list check
	

	
	PVG Children
	(

	
	PVG Adults 
	(

	Criminal Convictions:


	

	Proper Officer:


	

	Politically Restricted:


	


Key Relationships
· As a member of the Skills for Learning, Life & Work team, the role has accountability for the contribution to Skills for Learning, Life & Work team objectives.

· The role will work with team members to share best practice and achieve team priorities.
· On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the Employability and Learning Co-ordinator.
· The role interacts with a range of key stakeholders including elected members, employees, members of the local community, schools and range of external and learning providers.

· Given the nature of the role, key relationships will include:

· Frequent contact with Managers and employees

· Frequent contact with members of the community

· Colleges, schools, Jobcentre Plus, Skills Development Scotland, training providers, community and voluntary sector organisations, employers
Personal Specification
	Personal Specification
	Essential (must have)
	Desirable (would like to have)


	KNOWLEDGE
	· Strong understanding of the learning cycle and methodologies, tools and techniques

· Organisational awareness and knowledge of internal & external drivers

· Practical application of knowledge across the key areas of the role

· Understanding of community learning and development and employability approaches

· Understanding of the issues and barriers faced by workless communities and individuals
· Practical application of knowledge across the key areas of the role
· Understanding of How Good is Our Community Learning and Development 
· Good understanding of local and national employability and/or community learning landscape
	

	SKILLS
	· Skilled in the delivery of employability  and community learning

· interventions

· Group work skills

· Training and facilitation skills

· Project planning and evaluation skills
· Numeracy, diagnostic and analytical skills 
· Written and verbal communication skills and ability to tailor communication
· depending on audience 
· Influencing and negotiation skills

· Training, facilitation and coaching skills
· ICT and/or data management skills
· Self-evaluation

· Team working
	

	EXPERIENCE

(Occupational – Minimum Experience)


	· Experience in the development and delivery of services relevant  to  role
· Experience of working in a collaborative environment in the delivery  of provision

· Knowledge across role accountabilities gained through experience 
· Experience of working to performance targets 
· Experience and knowledge in one of the key specialist areas referred to in the role activities and accountabilities
	Experience in delivering accredited learning.


	EDUCATION/

TRAINING

(Educational – Minimum Qualifications)
	· Educated to degree/HND  level in Community Learning and Development, Education, Social Work, Health or related discipline; or with equivalent experience

· For some roles it will be essential to have relevant literacy, numeracy  and ESOL qualifications or with equivalent experience
	Career guidance/ training qualifications. 

	PERSONAL QUALITIES
	· Carry out role with credibility and professionalism 
· Client and service delivery orientation

· Ability to work on own initiative whilst balancing team, service and corporate responsibilities
· Planning, organisational and prioritisation of work requirements

· Self-Motivated, flexible and adaptable
· Can-do attitude 

· Approachable - customer focused 
· Team player 

· Ability to work under pressure to deliver positive results
· Inclusive and respectful
	

	DRIVING LICENCE
	
	Full Driving Licence
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