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Groundwork Job Description
Job Title:   

Employment Advisor (IMPACT) (Bristol)
Responsible to:   
Delivery Manager (IMPACT)
Location:   
Groundwork South’s Lockleaze office with a requirement to work across Bristol, including Easton, Lockleaze and St Paul’s
This role is funded by AMIF, which is funded by The Home Office & European Social Fund

Job Background:
Employment Advisors provide the vital link between workless residents and the work and training opportunities available to them through Groundwork Employment, Skills and Training programmes. This post will deliver services under our IMPACT project.
The Integrating Migrant People through Activities to Connect & Thrive (IMPACT) project is designed to support 600 migrants (Third Country Nationals) by assisting them to integrate into UK society through a programme of holistic activities, coordinated and delivered through 3 key areas: Language, Preparation for Work and Cultural/Community activities. IMPACT will be delivered in two areas, West London and Bristol. 

The Employment Adviser will be responsible for delivering group and 1:2:1 IAG (Information, Advice and Guidance) sessions, employability skills training, careers advice and pastoral care, under the Preparation for Work strand. 

Main Objectives:
· Encourage workless individuals who may face multiple barriers or lack motivation, to develop their confidence and belief in the benefits of a working life, and in further education and training.
· Actively taking part in planning, monitoring and evaluation team meeting both in Bristol as well as with the wider IMPACT programme teams 

· Assist individuals to gain entry into employment through relevant training, workshops and volunteering opportunities, by delivering Groundwork employment contracts and training programmes as part of the IMPACT programme.
· In doing so, support refugees to integrate into their communities in line with IMPACT programme objectives. 

· Work in partnership with a range of funders and partners to deliver these goals and provide timely and accurate data on the progress of our clients and the performance of our contracts.
Key Tasks & Responsibilities:
1. Preparation for work
· Engage unemployed clients in the IMPACT preparation for work programme and assist them in accessing employment, volunteering and training opportunities, including:

· Establish and record Individual Development Plan for all those engaged through IMPACT programme and actively monitor all participants progress against these plans.
· Establishing positive relationships with referral bodies such as JCP and RSL’s, working with partners across Bristol to recruit refugees.
· Attending community events, open days, jobs fairs etc with a view to meeting and engaging residents and identifying employment opportunities.

· Utilise skills assessment tools; computer aided guidance packages and psychometric assessments as required. 
· Provide tailored information, advice and guidance to clients in structured group situations, and in one-to-one interviews.
· Organise and deliver accredited and unaccredited group sessions on all aspects of employability, including personal development and qualifications.
· Support programme participants through each stage of the client journey through individual meetings, phone calls and other intensive forms of support.

· Work with individuals on CV writing, interview skills, applications and job search techniques; building the capacity of each individual client to lead their own employment search plan and to develop the skills for individual job search

· Support individuals to overcome barriers to employment including support for childcare issues, benefits issues, lack of confidence and lack of information about job opportunities and available in-work benefits. 
2. Building partnerships 

· Work with partner organisations including training providers and job brokerage agencies to ensure individual pathways are supported by a full package of services and lead to the development of skills, motivation and eventual employment.

· Independently source and secure employment opportunities with a range of employers and actively broker clients into these roles.
3. Monitoring, reporting and evidence collation

· Track clients’ progress throughout the life of the project and provide follow up information about their destinations by capturing all information in all participant’s Individual Development Plan.
· Ensure that project work is effectively monitored and evaluated, contributing to high quality communication (including verbal and written reports) to and between partners, funders and stakeholders. 

· Maintain accurate, auditable records of interaction with clients, including both qualitative and quantitative data in the form of paper based and online/electronic data management systems.
· Undertake all monitoring and evaluation in line with EU funder requirements for the project, keeping accurate and detailed records. 

· Collect and store personal and sensitive data in line with GDPR regulations and EU funder requirements. 

· Assist management in completion of administrative tasks associated with skills, training and employment projects.

4. Development and fundraising

· Contribute to the development of fundraising applications where appropriate, that actively identify development opportunities to build and sustain the IMPACT project.
· Support the IMPACT Delivery Manager, IMPACT Programme Manager and Groundwork Fundraising Team to compile funding bids and tenders, as required.

5. Organisational development 

· Liaise with other community practitioners across Groundwork London and Groundwork South to share best practice, ensure effective project delivery on cross-themed projects, replicate development opportunities and maximise team skills.
Other Responsibilities
· Undertake any other related responsibilities commensurate with the evolving objectives of the post and the evolution of Groundwork South, as may reasonably be requested by the IMPACT Programme Manager or Groundwork South Senior Management.
· Work with due regard for Groundwork’s core values and objectives, and Groundwork’s commitment to best practice and continuous improvement.
· Ensure the effective implementation of and adherence to, Groundwork South’s Equality and Diversity, and Health and Safety policies and procedures.
· All staff, the Board and volunteers will actively support, in their daily operations and duties, Groundwork South’s Environmental Management System.
Personal and Professional Development
· Participate in the Groundwork South Performance Management and Appraisal process, and agree short, medium and long-term goals with line manager, and with direct line staff.

· Identify learning and development needs with line manager and evaluate Training & Development to demonstrate needs have been met.

· Share best practice and achievements, and actively seek opportunities to present outcomes and case studies.

· Contribute to the learning of others across the organisation by sharing knowledge and skills both informally and formally by participating in the trust’s training and development programme.

June 2020
Person Specification 

Note to Applicant:  When completing your application form, you should demonstrate /evidence the extent to which you have the necessary education, experience, knowledge and skills identified as required application criteria for the post. 


	Position Name:   Employment Advisor (IMPACT)

	Job

Factors
	Criteria No
	Person Specification Criteria


	Ranking
	Criteria to be tested by the following documents and/or activities

	
	
	
	E = Essential

D = Desirable
	Application Form
	Interview
	Presentation
	Practical Exercise Test
	Work Simulation Test
	Certificates or Qualifications

	Education & Qualifications
	1
	A level 3 or 4 NVQ qualification in Information, Advice and Guidance, or equivalent. A PTLLS or DTLLS qualification in teaching to adults is also desirable. Equivalent experience accepted.
	D
	(
	
	
	
	
	(

	Competencies
	2
	Ability to communicate effectively and provide support, advice and guidance in a range of settings and with different client groups 
	E
	(
	(
	
	
	
	

	
	3
	Ability to motivate and inspire people facing multiple barriers to training and employment through the delivery of quality IAG sessions and accredited qualifications
	E
	(
	(
	
	
	
	

	
	4
	Ability to organise work to deal effectively with competing demands, and manage a varied workload against deadlines in a target driven environment
	E
	(
	(
	
	
	
	

	
	5
	Ability to assist clients in CV preparation and job interview skills.
	E
	(
	
	
	(
	
	

	
	6
	Can speak Levantine Arabic
	D
	(
	(
	 
	
	
	

	
	7
	Ability to undertake individual assessments and design action plans in collaboration with clients and to undertake delivery of core units of appropriate training courses.
	E
	(
	
	
	(
	
	

	
	8
	Experience of providing Employment and Development advise to Refugees and Third Country Nationals
	E
	(
	(
	
	
	
	

	
	9
	Ability to use MS Office (Word, Excel), Internet and Email
	E
	(
	
	
	(
	
	

	
	10
	Ability to keep accurate records including client development logs, monitor and evaluate progress against targets, and complete funders’ and awarding bodies’ paperwork
	E
	(
	(
	
	
	
	

	Additional Requirements
	11
	Ability to work as part of a team with strong liaison and interpersonal skills
	E
	
	(
	
	
	
	

	
	12
	A willingness to be flexible in work patterns and to fulfil occasional evening and weekend duties 
	E
	
	
	
	
	
	

	
	13
	Commitment to Equality & Diversity and Equal Opportunity and an ability to demonstrate an understanding and commitment to equal opportunities in practice. 
	E
	
	(
	
	
	
	

	
	14
	Knowledge and understanding of GDPR to manage and store personal and sensitive personal data.
	E
	(
	(
	
	
	
	

	
	15
	Commitment to safeguarding and health & safety
	E
	(
	(
	
	
	
	


Appointment to this role is subject to an enhanced Criminal Records check through the Disclosure and Barring Service (DBS).

TERMS AND CONDITIONS
	Salary
	£24,000 - £26,000 per annum 

	Contract:
	Fixed Term to 31st December 2022

	Hours of work:




	Your normal hours of work are 37.5 hours each week excluding a daily lunch break and travel to and from the main place of work.  

	Place of work
	Your normal place of work will be Groundwork South’s Bristol office (Lockleaze Youth and Play Space, Romney Avenue, BS7 9TB). You may be required to travel on Groundwork’s business to carry out your duties at other locations as may be required for the proper performance of your duties. 

	Holidays:
	25 days per annum plus English Bank Holidays. A pro rata entitlement is calculated for part time workers in each holiday year (which runs from the 1st January to 31st December).

	Pension
	Groundwork will comply with the employer pension duties in respect of the worker in accordance with Part 1 of the Pensions Act 2008 in relation to the Groundwork Pension Scheme, or such other registered pension scheme as has been set up by Groundwork. Participation in such schemes is subject to satisfying certain eligibility criteria and the rules of such scheme as amended from time to time.

	TOIL
	TOIL – Time Off In Lieu - Although there is no overtime paid by the Trust; the Trust has a Time Off In Lieu system in place. TOIL is normally time spent at weekend and evening events/meetings or extra work as requested by your line manager.

	DBS Pre-Employment Check
	This post will be subject to an enhanced DBS check. 


	References:
	Employment to this post will be subject to receiving two satisfactory references. We reserve the right to approach any previous employers quoted to obtain a reference if deemed necessary.

	Proof of Eligibility of right to work in the UK
	Evidence must be provided to comply with the Immigration, Asylum and Nationality Act 2006

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/338399/An_employers_guide-28-07-14.pdf 

	Training:
	Undertake any training and development deemed necessary for the pursuance of the post, as identified through the induction and supported through our appraisal process. 


The above job description is a guide to the work you may be required to undertake but does not form part of your contract. The above job description is a guide to the tasks you may be required to undertake and may change from time to time to reflect changing assignments.

I have read and agree that this job description and person specification accurately defines the role.

Signed …………………………………………………………………………

Printed ……………………………………………………………………….

Date ………………………………………………………………………….
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This project is part fu nded by  the   European Asylum, Migration and  Integration Fund.   Making management of migration flows m ore  efficient across the European Union  

