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COMMUNITIES INTO
TRAINING & EMPLOYMENT





Job Description

	Job title


	Employment and Training Consultant- IAG 

	Reporting to


	Localities Employability Co-ordinator

	Place of Work


	Kings Cross & Pan London

	Hours of Work
	36 Hours per week. The role will require occasional evening and weekend work

	Salary


	£20,000-£27,000 depending on qualifications and experience

	Probationary Period


	This is a fixed term contract from October 2010 to March 2011.  There may be scope for continued employment and the successful postholder will be informed of prospects in due course


Key Result Area – Client Management

1. Engage with target client groups to recruit, assess/select clients who are suitable for the services being provided. This will involve outreach into the community and partnership working.
2. Develop individual action/learning plans with clients, reviewing progress against these and maintaining an ongoing caseload of clients being supported to achieve these plans.
3. Offer appropriate support, guidance and encouragement to clients with the aim of supporting them into appropriate training and sustainable employment. This may involve training in jobsearch skills as well as provision of workshops, information sessions and one2one support in making applications and personal development/confidence building.
4. Maintain regular contact with clients and keep them fully informed of training and employment opportunities, developments and changes.
5. Provide information, advice and guidance as required by the project, including referral to suitable alternative/additional provision.
Key Result Area – Training Delivery

1. Preparation and organisation of training courses and information sessions as required by the project. This may include booking suitable venues, recruiting parents/carers, organizing crèches and refreshments, setting up equipment, producing course materials, arranging guest specialist speakers, etc.
2. Direct delivery of high quality training to clients including personal development and employability training.

3. Ongoing review/client feedback, and continuous improvement/enhancement of workshops/information sessions to ensure that these meet clients’ needs.  Contribution towards evaluation of programmes and sharing best practice with colleagues.
Key Result Area - Engagement of Stakeholders

1. Establish and maintain effective relationships and communication channels with relevant employers, partners, Camden’s wider employability team and other stakeholders in order to support project and organisational objectives.
Key Result Area - Administration

1. Development, upkeep and accurate maintenance of all administrative systems required for effective delivery of the project, providing monthly data.
2. Maintain robust monitoring systems, ensuring collection of information on the project is of a high standard, meets funding requirements and is fully auditable. Present and disseminate this information as requested. 
Key Result Area – Team Skills

1. Work collaboratively with other staff members, partner organisations and employers

2. Promote people’s equality, diversity and rights

3. Meet performance targets as agreed with the Project Manager and report against targets in agreed format in a timely and accurate fashion
4. Represent and promote CITE with key stakeholders, employers and partner organisations

5. Understand, comply with and promote all CITE policies and procedures including:

a. Health and Safety Policy

b. Equalities and Diversity Policy

c. Maintaining confidentiality of information about staff, service users, partners and other individuals/organisations coming into contact with CITE in accordance with the Data Protection 1984

6. Other duties as reasonably requested by line management

Rehabilitation of Offenders Act
This post is exempt in terms of the Act, therefore you are required to give details of spent and unspent criminal convictions (if you have any) on the application form. CITE will also require the successful candidate to undertake a CRB (Criminal Records Bureau) check. See the Application Form guidance notes for more detail.

Person Specification

	
	Essential or Desirable
	How assessed (Application, Assessment, Interview)

	
	
	Application
	Assessment
	Interview

	Qualifications and Training

· Level 2 (GCSE or equivalent) standard English and Maths 

· Relevant qualification in Training, and/or IAG
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	Knowledge

· Understanding of learning styles, group dynamics and theories of learning 

· Knowledge/awareness of the needs of parents/carers with children under 5, from diverse backgrounds and appreciation of the barriers they face in accessing training and employment

· Understanding of equal opportunities and diversity and how to translate policy into practice 

· Understanding of recruitment processes/ requirements for entry level jobs in the UK
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	Skills and Experience

· Strong training delivery and presentation skills

· Delivering one to one information, advice and guidance and/or jobsearch support and/or managing a caseload of clients

· Sound organizational skills, able to: prioritise workload, work under pressure, work on own initiative, work flexibly and meet deadlines

· IT proficiency, including the ability to use word processing, spreadsheet and presentation packages (Microsoft Office); the ability to use email and internet and maintain an electronic diary.  Willingness to learn other packages as necessary 

· Ability to complete paperwork to a high degree of accuracy including monitoring and data entry
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	Personal Attributes

· Excellent communication and interpersonal skills, including the ability to deliver effective training and presentations and produce written material and client files
· Customer relation skills and ability to build/maintain effective long term relationships and networks with a diverse range of individuals, providers and stakeholders

· Employ an empathic and non-judgmental attitude towards service users

· Ability to balance conflicting demands on time and resources, and the ability to work across a number of tasks simultaneously.
· Close attention to detail with a structured and methodical approach to work 
· Commitment to work within the aims, principles and policies of CITE
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