


Employment Advisor and Trainer

Job Description and Person Specification


Responsible to:		Contract Manager
Employer:			UrbanBiz 
Hours:			37 hours per week
Salary:			£18000-£20000
Benefits:             		25 days holiday, Medical Benefits
Start Date:             		Immediate  
Deadline:              		5pm, 5th January 2012 


Summary:

The postholder will work within a team of staff which provides support to individuals to remove their barriers to accessing sustained employment, self employment or volunteering and/or training. This role will work within a team of support staff who deliver workshops across UrbanBiz projects, focusing on providing skills such as CV writing, writing covering letters, basic PC/IT skills, as well as numeracy & literacy.

The ideal candidate will be someone who can manage and adapt to varying work situations, deals with pressure in a calm manner, is personable in nature and can work well within a dynamic team. 

Duties and Responsibilities:

1. To manage a caseload of customers on a daily basis, where face to face contact is essential. 

2. To complete all required paperwork in a timely and efficient manner and update the online CRM system to log meetings and other contacts with the customer. 

3. Write and deliver workshops to clients on the UrbanBiz Programmes.

4. To work alongside and closely with UrbanBiz Employment Advisers to ensure engagement of clients and early identification of individuals needs and plan the programme of courses to best meet these needs.

5. To work alongside and closely with the UrbanBiz Support team to deliver a package of workshops available to all clients, ensuring consistent quality of service.

6. To work alongside the UrbanBiz Specialist Support staff, and dedicated finance staff to broker in specialist support as required.

7. To develop, establish and maintain effective working relationships with Doncaster Communities, and agencies in the public, private and voluntary sector to enable clients to access a full package of support.

8. To have a full understanding and awareness of the provision available in the current market to support individuals, including Work Programme & Mandatory Work Activity.

9. To maintain and respect confidentiality in all aspects of client, staff and UrbanBiz information.

10. To support other projects and services of UrbanBiz as directed by the Senior Management Team.

11. Any other reasonable duties as required.

You Will Need to Have


· A formal teaching or training qualification (PTTLS, CTTLS, Certificate in Education, City and Guilds 7307) is essential. DTTLS is required if the role involves the design of training materials. 

· Impact and Influence: The ability to manage large groups and to remain calm in difficult situations deploying a range of influencing/coaching styles and thinking on your feet. Experience of working with diverse groups, showing empathy whilst helping them to overcome complex and multiple barriers. Proven experience of working with the unemployed and/or disadvantaged people would be beneficial. 

· Driving Change: An engaging and imaginative approach, with the ability to identify the changes required. Experience of encouraging and supporting others positively through periods of change. 

· Customer Focus: Proven experience in delivering high quality training, with excellent presentation, facilitation and communication skills. A real passion for people, and experience of teaching, empowering, motivating & supporting customers to focus towards their goal of securing sustainable employment. A proactive approach towards enhancing the customers experience whilst working as part of a wider team when required. 

· Personal Organisation: An extremely conscientious and well organised approach to workload, experience of working independently and using own initiative to adapt advising/teaching style to varying audiences and learning needs. The ability to pre-empt potential issues and counteract effectively. Able to demonstrate a proactive and innovative approach to delivering training. 

· Confident in all areas of numeracy and literacy as well as internet based IT for job searching.  Experience of working with relevant MS Office packages.


Person Specification:

	
	ESSENTIAL
	DESIRABLE

	Education, Qualifications and Training
	
	

	Information Advice and Guidance Level 3 / 4
	
	√

	A formal teaching or training qualification
	√
	

	Skills and Experience
	
	

	Skilled ability to make sympathetic first time contact with a caring and understanding nature
	√
	

	Ability to use own initiative
	√
	

	Excellent organisation and time management with the ability to work to deadlines
	√
	

	At least 2 years experience of working in a similar role
	
	√

	Able to work as part of a team
	√
	

	Excellent telephone skills
	√
	

	Knowledge
	
	

	Proficient in the use of Microsoft Office
	√
	

	Excellent knowledge of Doncaster & the client group
	√
	

	Personal Characteristics
	
	

	Excellent Communication skills
	√
	

	Empathy with people from all backgrounds
	√
	

	Ability to challenge and support people
	√
	

	Outgoing and able to make non threatening first contact
	√
	

	Highly organized, Flexible, Self motivated & enthusiastic
	√
	

	Willingness to learn new skills and adapt to change
	√
	

	Other Information
	
	

	Enhanced CRB and Employment Verification Check
	√
	

	Driving License and Own Transport
	
	√



The post will require some flexibility in hours of work, including occasional evenings and weekends.  This will be arranged in line with the UrbanBiz policy on flexible working as detailed in the staff handbook.

The successful applicant must adhere to the policies and procedures as detailed in the staff handbook, including but not limited to confidentiality, appropriate use and care of UrbanBiz property, and Equal Opportunity and Health and Safety Policies.

To apply for this position please contact the Contract Manager Keerti Baker on 01302 365222 to request an application form which should be completed and returned with your up to date CV to keerti@urbanbiz.org.uk by the stipulated deadline. 
image1.jpeg
Ll

UrbanBiz

Engagement through particpation




