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JOB DESCRIPTION

	[image: C:\Users\Terri.Trainor\Desktop\Downloads\ESF Logo.jpg]

	Job Title: Employment Key Worker                  
	Ref No:      
	JE Ref:   G781        

	Department:  Education, Skills and Community Wellbeing 
	Band: 7
	Location: Dumfries and Galloway

	Responsible To:
	Key Worker Coordinator

	Responsible For:
	

	Job Purpose:






	· Work alongside a range of partners, both internal and external, to assess and support a caseload of individuals facing multiple barriers to progression by:
· accessing specialist support in their progress towards employment
· accessing other opportunities such as learning, training and volunteering as they move towards employment
· delivering and assessing achievement of employability and related skills via SQA qualifications/awards
· Support the Employability and Skills Service in the successful delivery of the No One Left Behind programme in a cost-effective way, maximising alignment with mainstream provision


	Main Responsibilities:
	· Support a caseload of people from disadvantaged circumstances who are likely to require specialist support in their progress towards quality employment, adopting Fair Work principles and working in support of the wider service and council priorities
· Support the development and implementation of the 5 Stage Employability Pipeline; facilitating progression through the stages for candidates experiencing multiple and/or complex barriers, and utilising the pipeline approach to track and monitor progress towards employment including signposting to other provision where appropriate 
· Develop relationships with internal colleagues and external organisations, providing signposting, referral and access to a wide range of services designed to aid progression into employment for disadvantaged Dumfries and Galloway residents
· Develop relationships with employers, to support the creation of tailored opportunities for those with complex barriers to employment
· Deliver high quality learner focused employability and other related skills, qualifications and awards to the standard determined by funding and awarding bodies
· Increase team visibility by participating in and speaking at events and contributing to the team’s communications strategy by producing marketing materials such as case studies, tweets and Facebook posts


	Job Activities:

	1. Work within the context of each person’s individual circumstances, specifically taking consideration of the needs of individuals, vulnerable dependants and families and accessing specialist support as required 
2. Provide 1-1 and group learning sessions where required to meet the needs of the candidates
3. Be the connector of local services in a holistic way ensuring that residents can access the full range of support services available to them through a single point of contact
4. Ensure that all necessary information and evidence is gathered and administered promptly and accurately in order to comply with funding criteria
5. Act as an operational resource of knowledge and to feed “live-time” information to line managers around perceived areas of duplication or gaps in provision to enable the commissioning of activity where no provision exists
6. Work closely with service colleagues to engage with and support employers to have an understanding of employability, equality, diversity and social inclusion, in order to support the creation of tailored opportunities for those who have overcome multiple barriers to employment
7. Be responsible for the supervision of volunteers and candidates on work placement/work experience
8. Record and review learning progress and ensure that data is recorded, and certification processed accordingly to SQA requirements
9. Maintain an up to date understanding of legislation affecting your area of work, government policy, good practice from other authorities and agencies
10. Contribute to the efficient and comprehensive answering of all queries and questions raised on individual cases by elected members, MPs, the CE’s office and other organisations within expected timeframes
11. Undertake flexible working, including evenings and weekends, as required

The job activities listed are not exhaustive and may be added to or amended consistent with the job purpose.


	Performance Management
	
1. To manage your own performance and any staff you may be responsible for in accordance with the Council’s values of Customer First, continuous improvements, openness and honesty, local decision making and team working
1. To achieve the agreed performance targets detailed in the work plan and contribute to performance appraisal activities
1. To manage your own performance in compliance with all Codes, Regulations and procedures including Code of Conduct, Health and Safety and Governance
1. To manage risk, promote risk awareness and prioritise work in light of the risk analysis
1. To actively commit to the Council’s equality and diversity vision statement and associated policies that promote fairness and equality and celebrate diversity, in dealing with colleagues, clients and service users
1. To take all reasonable measures to limit carbon emissions and reduce energy/ resource consumption when undertaking work activities


	Prepared by:
	Economic Development Officer
	Date: February 2020
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