       JOB DESCRIPTION

Job Title:

Mentoring and Employment Officer

Reporting to:
Triax Manager or Greater Shantallow Area Partnership Manager, depending on base. 

Salary Scale:
 NJC  (Pt 22-28) £19,427.00 - £23,473.00

Purpose and Function of Post

The outreach element of the Kickstart to Work Programme provides one-to-one, advice and support to people 16 or older, who are not in Further Education, Training or Employment.  The post-holder will provide appropriate and responsive person-centred mentoring & employment services to programme participants, which enables them to progress into sustainable jobs. 

Principal Duties and Tasks Performed

1. To use a variety of methods to reach and engage with the unemployed 
to provide assistance in obtaining work and undertake outreach work where required. 

2. To develop and implement individual action plans to overcome barriers to employment, outlining goals, actions and outcomes. Including one-to-one employability mentoring and group sessions as required to remove barriers to employment.
3. To provide advice and support services from the Mobile Advice Point and outreach venues

4. To provide effective assessment for individuals, identifying career goals, experience and training/ skills gaps, personal circumstances etc. using appropriate assessment tools.

5. To provide support and guidance in the job search process together with further assistance to overcome difficulties in the initial phase of employment or training.  
6. To provide job search activities which will include CV preparation, speculative letters, assistance with application forms and job search activities.
7. To advise on training opportunities to address skills gaps and enable the individual to achieve their employment aspirations, including referral to training providers, colleges and other specialist provision.
8. To undertake job matching and advocacy, developing an employment-focused action plan focusing on job-finding and job retention behaviours.

9. To promote and provide information flows on current employment opportunities. 

10. To build partnerships with employers and develop a reputation for excellence with employers and utilising this to create pathways to employment. The postholder will be aware of current labour market trends as well as having expertise in both labour market supply and demand. 

11. To utilise the Barriers Fund to assist clients in the job search process. 

12. To undertake job retention mentoring to ensure individuals are attending work and maintaining punctuality, presenting themselves positively to employers and colleagues, maintaining a high work standard, displaying motivation and enthusiasm etc.

13. To monitor and track individuals, providing up to date information/reports on progress.  This shall include the completion of all monitoring data as per the guidelines set by the funding body.

14. To work with other members of the team in the active promotion of the service and its continued improvement.
15. To undertake staff development activities that shall enhance individual, team and organisational performance.

16. To undertake any other appropriate duties as determined by the Strategy Manager 
Hours of Duty

Hours of duty are 37 hours per week. The nature of the post may involve occasional evening and weekend work. 

Duration of Contract

The contract is for a fixed term until 31 March 2011, subject to satisfactory completion of a probation period. 
Completed application forms should be returned to: D. Duffy, Foyle Jobs & Benefits Office, Asylum Road, Londonderry, BT48 7EA or Louise Dooher, Lisnagelvin Jobs & Benefits Office, 2 Crescent Link, Londonderry, BT47 2NJ, no later than 12:00 noon Thursday 23rd July 2009. 

PERSONNEL SPECIFICATION

Mentoring and Employment Officer

	Area
	Essential
	Desirable



	Qualifications/

Experience
	Applicants must possess a relevant 3 level qualification and two years paid experience of working with unemployed people, providing advice and guidance enabling them to overcome barriers to employment and achieve sustainable work

or

5 years paid experience of working with unemployed people, providing advice and guidance enabling them to overcome barriers to employment and achieve sustainable work.

Candidates must demonstrate 

paid experience in the following: 

-Engaging participants in an employment programme using a grass roots marketing approach

- Group work and one-to-one work with unemployed people from a variety of backgrounds 

- Using interviewing skills to assess the needs of the unemployed using effective assessment tools to include personal, employment, education and training needs 

-Developing, implementing, monitoring and reviewing an Employment/

Training Action Plan 

-Providing support services to the unemployed in job-searching, completing job applications, writing CVs, interview techniques and signposting to other services. 


	NVQ Level 3 in Adult Guidance

- Multi agency working supporting people with complex needs

-Working with employers and an understanding their recruitment needs

 

	Intelligence
 



	Applicants must possess the ability to communicate effectively with people at all levels


	

	Disposition



	Applicants must be highly

motivated, and committed and be

able to work to tight deadlines and

on their own initiative


	


	Special Aptitudes
	Applicants must demonstrate:

-knowledge of existing training provision and welfare benefits legislation 

- the ability to show empathy to clients and use counselling/guidance skills 

- good communication skills both   written and oral

- the ability to communicate and      negotiate at all levels and promote the work of the programme 

- report writing skills

- the ability to motivate others

- the ability to work positively within a team

- the ability to use own initiative

- sound I.T. skills


	

	Circumstances
	Applicants must hold a full current driving licence and have access to a car for performing the duties of the post.

Ability to work flexible hours.

Willingness to undertake training required for the post.


	



