


JOB DESCRIPTION & PERSON SPECIFICATION


	SERVICE AREA:   Economic Development & 			          Regeneration 

	
	POSITION NO:

	SECTION:              Employment Inclusion 

	
	GRADE: 7

	JOB TITLE:            Employment Hub Advisor 


EVALUATION DATE:  11th September 2020
	
	DATE PREPARED: September 2020

JE NUMBER: NC4506




	ROLE & PURPOSE OF THE JOB:
To proactively engage with clients within the Employment Hub Project as well as the organisations that support them to gain sustainable employment, apprenticeships or training and or to start their own business. 

To provide ongoing coaching and support to the clients over the period of the project and help them to develop CVs and other evidence that will assist them to obtain employment and or develop their business plans. This will involve them dealing with confidential information on a regular basis.

To develop manage and or commission enterprise skills programmes linked to Big 13 Enterprise Skills, in order that they become more enterprising people so they can either become enterprising employees or even go into self-employment.

To assist the Employment Hub Manager with the production of data and reports to the Director, Assistant Director and Employment Inclusion Manager.




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

	1.
	Effectively develop and support a caseload of clients focusing on those that are eligible for the targeted support programmes, by means of using diagnostic tools, and the use of specialist support when required.

	2.
	Prioritise activity and agree an action plan with the client to support the development of their employment/enterprising journey including help with funding applications by referring to appropriate financial support agencies.

	3.
	Accurately identify client support and development needs, identifying support required to improve their capacity to become enterprising employees or to develop an enterprising idea and if need be liaise with other providers such as those delivered by HCAL.

	4.
	Proactively identify and engage with young people with the Young Peoples Employment Hub Champion via a range of engagement activities who might be interested in employment and entrepreneurship, which will involve them dealing with confidential information on a regular basis.

	5.
	Develop and deliver, with the aid of relevant partners, employment and enterprise skills programmes relating to the Big 13 Enterprise skills to enable the individual to become a more enterprising person.

	6.
	Attend and present at relevant meetings, networking and events to promote the programme and provide support to companies attending. Assisting in the delivery of workshops including online, individual and group training sessions and where appropriate advise clients on the programme’s aims and objectives.

	7.
	Record client activities in a timely and accurate manner using appropriate systems and advise clients on budgets.

	8.
	Ensure that monitoring systems are kept up to date in order that management reports that are provided to a variety of audiences including HCC and JC+ (programme funder) are accurate.

	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.



	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:



	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, 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.


	3. HEALTH AND SAFETY
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 wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.


	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The post holder 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:
        No Staff

2.	Responsibility for Customers/Clients:
Provision of comprehensive employment and or business support advice service to start within the City, including referrals to appropriate support partners which will involve them dealing with confidential information on a regular basis. 

3.	Responsibility for Budgets:
None. 

4.	Responsibility for Physical Resources:
Deals with individual documentation relating to employment and or business plans for clients which the contents are of a sensitive and confidential nature. 


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

	1.	Within Service Area/Section:
Staff within Regeneration Directorate 
Staff throughout HCC that work with the target group

2.	With Any Other Council Areas
Depending on client requirements, there will be a need to work/liaise with colleagues within other service areas e.g. Property Assets/NPS, Legal, Business Rates, Highways and Environmental Health.  

3.     With External Bodies to the Council
· Business support delivery partners 
· Members of relevant employment and enterprise networks
· Organisations that work directly with young people. 
· Private sector businesses looking for staff
· Individuals trying to obtain employment




	ORGANISATION CHART: 


	
	
	
	Immediate Line Manager
Employment Hub Manager

	
	
	

	Other jobs (peers) that report to immediate line manager
Young Persons Employment Champion Grade 4
	
	This Position
Employment Advisor

	
	
	

	
	
	Direct Reports
None














	
	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).
	
	

X
	
	
	
	

N/A
	Postholder will be expected to attend meetings throughout the City – for example at business clients and partner organisations premises.

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

X
	
	
	
	

N/A
	Occasionally the postholder will encounter objectionable / disgruntled people. Role can involve site visits but it is not expected that the postholder will face any difficult or uncomfortable conditions. 

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	



	


X
	
	
	
	Role involves direct delivery to unemployed people from disadvantaged groups, some of which can be difficult/unreasonable and it will not always be possible to resolve their issues to their satisfaction.
May be exposed to emotional accounts of people’s life experiences. 




















	
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:

	
	Degree level qualification or equivalent level of experience relevant to the role.
	|X|
	|_|
	AF

	
	Small Firms Enterprise Development Initiative (Level 5) and or equivalent relevant qualifications or IAG Qualification
	|_|
	|X|
	AF

	
	C&G 7307 Teaching in the Lifelong Learning
	|_|
	|X|
	AF

	
	C&G 7303(4) Preparing to Teach in the Lifelong Learning Sector (PTLLS) course
	|_|
	|X|
	AF

	2. 
	Relevant Experience:

	
	Significant experience of delivering one to one employment and/or business advice or development activity and experience of managing a client caseload
	|X|
	|_|
	AF, I

	
	Experience of successfully managing activity and performance targets
	|X|
	|_|
	AF/I

	
	Experience of working with the private sector, public and or voluntary sectors
	|_|
	|X|
	AF, I 

	
	Experience of dealing with confidential and sensitive information on a daily basis.
	|X|
	|_|
	AF, I

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

	
	Effectively manages own workload, prioritising effectively and consistently meeting deadlines
	|X|
	|_|
	AF, I

	
	Ability to analyse issues and present advice and guidance in an easily understood way
	|X|
	|_|
	AF, I

	
	Ability to understand and interpret financial information.
	|X|
	|_|
	AF, I

	
	Ability to take complex information and extract the key points for each intended audience.
	|X|
	|_|
	I, AF

	
	High level IT skills.
	|X|
	|_|
	I

	
	Able to prioritise.  
	|X|
	|_|
	I

	4. 
	Knowledge:

	
	Thorough knowledge of employment and enterprise support programmes operating nationally, locally and at a Humber level especially that support young people
	|X|
	|_|
	AF, I

	
	Awareness and understanding of the issues facing young people especially those with an enterprising idea 
	|X|
	|_|
	AF, I

	
	Knowledge of external funding programmes and their rules and requirements.  Knowledge of Freedom of Information, Data Protection and other compliance/legislation impacting on delivery.
	|X|
	|_|
	AF, I

	
	Knowledge of all aspects of running a business, including business 
development and growth, with the ability to identify and solve business issues.
	[bookmark: Check1]|_|
	|X|
	AF, I

	
	Knowledge of delivering enterprise skills programmes linked to Big 13 
Enterprise Skills and up to date knowledge of sources of finance available to
SMEs
	|_|
	|X|
	AF, I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues 
	|X|
	|_|
	AF, I 

	
	Strong analytical skills with the ability to process complex information and explain/present the information
	|X|
	|_|
	AF, I

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	|X|
	|_|
	AF, I

	
	Written Skills

	
	Proven ability to communicate effectively using email, documents and simple correspondence. 
	|X|
	|_|
	AF, I

	
	Able to understand, interpret and disseminate information in a clear, non-technical format to a variety of audiences.  
	|X|
	|_|
	AF, 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. 
	Values and Competencies:

	
	The values and 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.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

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

	
	Competencies:

	
	Leading forward 
	X
	
	AF/I

	
	Improving services
	X
	
	AF/I

	
	Analysis and decision making
	X
	
	AF/I

	
	Making things happen
	X
	
	AF/I

	
	Communicating with impact 
	X
	
	AF/I

	
	Collaboration 
	X
	
	AF/I

	
	Developing self and others
	X
	
	AF/I

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

	8. 
	Additional Requirements:

	
	None 
	
	
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced Disclosure with DBS Children’s barred list check from the Disclosure & Barring Service (if ticked as an essential requirement).
	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.
	
	
	AF(after short listing)
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