





JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Children & Family Service
	POSITION NO: 1054576

	SECTION:

	14-19 & Skills
	GRADE: 6

	JOB TITLE:

	Employability Co-ordinator
	DATE PREPARED:18/06/14

	EVALUATION DATE:
	24 JULY 2014
	JE NUMBER: NC1115


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE:
Responsible for the promotion, delivery and development of work experience and volunteering opportunities across Hull City Council and associated partnerships / stakeholders. Working with Schools, Colleges, Training Providers, Managers and external stakeholders to offer a consistent co-ordinated approach to work experience and volunteering. Provide information and statistics on scope, range, satisfaction and volume of associated activities.

To promote and ensure the safeguarding and welfare of all participants on associated programmes.

To ensure the council meets its statutory requirement to secure the provision of work experience for persons in their area — who are over compulsory school age but under 19, or who are aged 19 or over but under 25 and are subject to learning difficulty assessment. To encourage participation in work experience by Hull residents and encourage employers to participate in the provision of work experience for such persons.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of young people and/or vulnerable adults

	2.
	Plan, allocate and co-ordinate all work experience and volunteering opportunities across Hull City Council in partnership with all respective stakeholders, including local authority departments, schools and colleges.  

	3.
	Accountable for establishing and maintaining systems and processes that support the effective management of work experience and volunteering including, placement requests, trends in areas of interest, and numbers offered annually and satisfaction of participants. These systems and processes will be required to support large scale volunteering activities and associate activity matching. 

	4.
	Maintain productive and effective working relations across all associated internal and external stakeholders and ensure the benefits of work experience and volunteering opportunities are promoted effectively across the city. External stakeholders will include Schools and Colleges. 

	5.
	Co-ordinate all Hull City Council placements through the Humber Education Partnership (EBP) or other assured provider, who are contracted to quality assure all Work Experience placements within the city. This will include liaison with staff at the EBP or assured provider regarding changes to placements, new departments, cancelled placements, annual checks of placements, updated insurance documents and Risk Assessments.

	6.
	To complete Risk Assessments across Council Departments to provide safe environments for work experience / volunteers during their time with the authority.

	7.
	Develop and maintain e-learning packages that allow department managers and respective staff offering work experience or volunteering the opportunity to keep up to date with the authority’s guidelines, policies and procedures.

	8.
	Ensure all appropriate documentation is completed and given to managers, teachers, volunteers, young people and stakeholders in a timely manner to ensure effective delivery of respective programmes.

	10.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:
Responsible for one Advanced Apprentice undertaking business and administration.  

2.	Responsibility for Customers/Clients:
Responsible for all external customers accessing work experience and volunteering opportunities across Hull City Council. Responsible to all internal customers offering work experience and volunteering opportunities. 


3.	Responsibility for Budgets:
None, but can influence the overall 14-19 & Skills budget to support the planning, co-ordination and delivery of the annual work experience and volunteering programme.


4.	Responsibility for Physical Resources:
None



	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:
The post holder will work to the Employability, Participation and Skills Lead and provide support and mentoring to associated business support. The post holder will also support the employer engagement officer in the delivery of employability related activities.


2.	With Any Other Council Areas
The post holder will work across all areas of the Council to ensure work experience and volunteering opportunities are effective co-ordinated, risk assessed and monitored. The post holder will maintain and build relationships across all council departments to promote high quality opportunities and grow the provision accordingly. 

3.     With External Bodies to the Council
The post holder will work in close partnership with the Humber Education Business Partnership or other assured provider to ensure all opportunities are fit for purpose and safe. The post holder will also work to support large scale volunteering activities in association with the council’s strategic objectives and maintain strong partnerships with external Work Experience and volunteering providers. 







	ORGANISATION CHART: 


	





	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).



	
	
	
	
	
	


	Will be required to travel in and around the city to visit council departments and key stakeholders.



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	
	
	
	
	


	Will be required to visit a range of Council departments, some of which may require safety equipment.



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	
	
	
	
	Will be required to deal direct with work experience and volunteering participants and manage expectations accordingly. 



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Minimum level 3 qualification in business and administration  
	
	
	CQ

	
	Minimum level 3 qualification in Health and Safety
	
	
	CQ

	2. 
	Relevant Experience:

	
	Experience of co-ordinating and promoting large scale work experience and volunteering programmes across large, complex organisations 
	
	
	AF / I

	
	Experience of undertaking complex risk assessments across a diverse range of environments 
	
	
	AF / I

	
	Experience of managing and developing a multifunction client database
	
	
	AF

	
	Experience of co-ordinating and developing multiple complex relationships across both internal and external customers 
	
	
	I

	
	Experience of developing policies and procedures which are clear, concise and effectively communicated  
	
	
	AF

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with young people and/or vulnerable adults
	
	
	AF

	
	Ability to form and maintain appropriate relationships and personal boundaries with young people and/or vulnerable adults 
	
	
	AF

	
	Self management – the work in many cases will not be routine and the post holder must be able to manage a variety of duties and deal with the unexpected on a daily basis 
	
	
	AF

	
	Problem solving skills – dealing with issues as they arise on potentially a daily basis
	
	
	AF

	
	Research skills which ensure feedback from customers is effectively utilised to develop the work experience / volunteering service accordingly. 
	
	
	AF

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of young people and/or vulnerable adults
	
	
	AF

	
	Knowledge of the issues and barriers both internal and external customers face when participating in work experience and volunteering programmes 
	
	
	I

	
	In depth knowledge of the risk assessment process and general Health and Safety procedures 
	
	
	I

	
	Knowledge of database management and general Information technology systems
	
	
	AF / I

	
	Knowledge of work experience and volunteering policy and procedures
	
	
	AF / I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues, young people and/or vulnerable adults
	
	
	AF

	
	Can develop and maintain effective relationships with both internal and external customers in the form of Council department managers, schools / colleges, key external stakeholders and individual participants accessing work experience and volunteering  
	
	
	I

	
	Can effectively promote the benefits of work experience and volunteering to internal and external customers 
	
	
	I

	
	Can adapt communication skills to meet the needs of the given audience; from work experience / volunteering participants to department managers / leaders 
	
	
	I

	
	Written Skills

	
	The post holder will have effective written communication and IT skills and be able to keep coherent records.
	
	
	I

	
	Will be able to produce and present information, including reports, for a variety of audiences within given timescales
	
	
	I

	6.
	Other:
	
	
	

	
	None
	
	
	

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	
	

	
	Analysis and decision making
	
	
	

	
	Making things happen
	
	
	

	
	Communicating with impact 
	
	
	

	
	Collaboration 
	
	
	

	
	Developing self and others
	
	
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Will occasionally be required to work outside normal working hours
	
	
	

	
	Ability to travel throughout the City
	
	
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure with DBS Childrens Barred List from the Disclosure & Barring Service.
	X
	
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	X
	
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)



IF THIS IS A NEW OR CHANGED JOB THEN APPENDIX D (MUST BE COMPLETED BEFORE SUBMISSION TO THE JOB EVALUATION) TEAM
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Assistant Head of  Ser vice   14 - 19 & Skills    Gary Parkinson    

Employability,  Participation & Skills  Lead     Steve Tomlinson    

Provider Manager       Vacant     Participation Manager     Gail Spafford     14 - 19 Partnership  Manager     Vacant     Transition Manager       Lee Tether     Employer   Engagement   Manager   Kerry Jaquest    

14 - 19 Partnership  Officer     Sarah Blow    

Employability      Co - ord inator     Jayne Dobson  

Careers Guidance  /  SEN  Staff     MIS Officer       Kate Ballard  

I.T. Officer       Kieron Clark  

NEET PA’S  &   Youth Contract PA’s  


