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JOB DESCRIPTION
Job Title:

Employer Liaison Officer 
           
 

Responsible to:
Senior Employment Advisor


Responsible for: 
 N/A 
Operational Area:    Sussex & Surrey        
Location:                    Hasting Country Park
Date:

November 2020 
 
JOB SUMMARY

The Groundwork South Youth, Employment and Skills team support unemployed people to progress into apprenticeships and jobs across the South of England.  Our teams of Groundwork Achievement coaches, Employment Advisors and Trainers work with clients to identify their employment aspirations and overcome the barriers to securing those goals. 
The Employer Liaison Officer role supports the Senior Employment Advisor in developing and maintaining relationships with employers across the capital with the aim of securing employment roles and opportunities for clients. 

CHART is a Community Led Local Development (CLLD) Programme. It delivers the CHART CLLD Local Development Strategy which supports projects to bring a fresh approach to tackling deep-rooted problems in deprived communities within Hastings and Bexhill. The Programme uses European Structural and Investment Funds and Groundwork South has been awarded £195,799.67 to deliver Greener Futures across identified CHART areas in Hastings and Rother.
Main Duties
Under the direction of the Senior Employment Advisor, identify and broker suitable employment and apprenticeship opportunities in response to the identified employment goals of job-seekers engaged on Groundwork South’s  Youth, Employment & Skills programmes in Hastings / Rother areas:
· Researching potential employer leads.
· Supporting the Employment & Skills team by ensuring online promotional information and resources are current and relevant.
· Supporting the Senior Employment Advisor to build direct relationships with large employers capable of offering multiple vacancies including hospitality, retail and care provision.
· Working with the wider Groundwork South team to identify opportunities to build relationships with employers in our target green economy, low carbon and resource sectors.
· Working with the wider Groundwork South team to build relationships with our Borough partners and the employers delivering funded local employment commitments.
· Providing advice and support to our Employment Contract Advisors in seeking out individual vacancies suitable for their clients.

KEY TASKS & RESONSIBILITIES: 
· Undertake research to identify potential employers who meet the geographic and role needs of our clients.
· Support the Employer Liaison Manager and develop links with these employers that will produce suitable vacancies for our clients.
· Regularly communicate current and pipeline vacancies with the YES team, and ensure they are fully aware of the employers’ requirements.
· Contribute to the development of and maintenance of an accurate and up to date employer database.
· Liaise effectively with Groundwork South’s Youth Employment & Skills (YES) team to ensure a full understanding of contractual targets including: clients groups supported, geographical and sectorial employment targets.    

· In conjunction with YES programme managers and Comms team, review & update online representation of YES services.
· Liaise with external partner organisations and ensure appropriate online linked programme presence.
· Ensure accurate and timely completion of all paperwork and reports in line with funder and partner requirements.
KEY AREA: SAFEGUARDING CHILDREN & ADULTS AT RISK
Groundwork South is committed to safeguarding a promoting the welfare of children and adults at risk.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on safeguarding children and adults at risk. Primary responsibilities are:
· To adhere to the Safeguarding Policy and Procedures.
· To adhere to the Safer Recruitment Policy & Procedure.
· To report any safeguarding incidents or concerns immediately to your Designated Safeguarding Officer or Lead Designated Safeguarding Officer.
· To complete any Safeguarding Awareness training as required by Groundwork South
· If required for your post, undertake an enhanced DBS check and maintain annual membership through the update service.

KEY AREA:  QUALITY 

Focuses on customer satisfaction and delivers a quality service to the agreed standards
KEY AREA: HEALTH & SAFETY  
Groundwork South is committed to ensuring the health, safety and welfare of its employees and it will, so far as is reasonably practicable, establish procedures and systems necessary to implement this commitment and to comply with its statutory obligations on health and safety.  It is the responsibility of each employee to familiarise themselves and comply with the organisation’s procedures and systems on health and safety. Primary responsibilities are:

· To report all Health & Safety occurrences including potential hazards to line manager

· To comply with Groundwork South Health & Safety Policy and Regulations

· To carry out routine checks on vehicles, equipment and machinery and report any defects to line manager

· Use, store and maintain tools and equipment in line with Health and Safety best practice
ADDITIONAL RESPONSIBILITIES 
· Adheres to all the policies and procedures of the organisation

· Contributes to the Trust’s work in maintaining existing and achieving future accreditations and standards
· Commits to Continual Professional Development and undertake any training and development deemed necessary to fulfil criteria of post
· Any other duties commensurate with the level of the post.

GROUNDWORK SOUTH VALUES 
All employees of Groundwork South are required to understand and contribute to the organisation’s values. Groundwork South is committed to transforming people’s lives and places through social, economic and environmental action.  In terms of development and delivery of these projects we work across three business themes, Communities & Landscape Design Services, Youth, Employment & Skills and Environmental Services and we successfully deliver these projects by adopting a clear set of values:
· Passion

· Commitment

· Empathy

· Professionalism

· Innovation 

	Factor
	Criteria 
	Essential
	Desirable

	Knowledge & Experience 
	A good standard of education, including GCSEs grades A-C in English & Mathematics (or equivalent) 
	(
	

	
	Evidence of previous experience of networking and building strong external relationships 
	(
	

	Skills: 
	Strong liaison and networking skills and experience of making initial contacts, including cold calling, establishing and maintaining relationships with employers. 
	(
	

	
	Understanding of some of the barriers to seeking work which area faced by clients
	(
	

	
	Demonstrate a commitment to and understanding of safeguarding and promoting the welfare of children and adults at risk
	(
	

	Abilities 
	Ability to work as part of a team within in a target driven environment. 
	
	(

	
	Ability to communicate and negotiate in a clear and persuasive manner. 
	(
	

	
	Ability to motivate and inspire people facing multiple barriers to training and employment. 
	
	(

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

	
	Commitment to equal opportunity and diversity in practice. 
	(
	

	Special Requirements
	Able to work outside normal working hours i.e. attendance at occasional evening and week-end events.  The Trust has a Time Off In Lieu system in place (remove if not applicable)

	
	Full UK driving licence and access to your own vehicle for which you will need to be insured for business use. Employees are able to claim back mileage rates as per our Expenses Policy.



TERMS AND CONDITIONS

	Salary
	£9,800.00 - £14,700 per annum  

	Contract:
	Fixed Term to 30th June 2022

	Hours of work:




	Your normal hours of work are 15-22.5 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 Hasting Country Park Visitor Centre. 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 with barred lists 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 ………………………………………………………………………….
