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	JOB DESCRIPTION 

Workcoach – Building Better Opportunities Towards Work

	Post Title:


Responsible to:             

Location:


Hours:                     

Salary:                    

Contract:



	Workcoach (Caseworker) – BBO Towards Work 
Operations Manager
Nottingham Women’s Centre, 30 Chaucer Street, 
Nottingham, NG1 5LP
37 hours per week. Open to job share
£21,268 per annum 
Funded to 30.1.20

	GENERAL DESCRIPTION

The post-holder will work with unemployed and economically inactive women to deliver a holistic, personalised support service, which empowers them with the self-belief, skills, motivation and confidence to enable them to progress into employment, self-employment or further training/education.

	

	KEY TASKS AND RESPONSIBILITIES
Main duties
· To engage, build trust and maintain effective rapport with a caseload of female Towards Work participants
· To conduct a series of in-depth Initial Diagnostic Assessments with all referred participants to identify; personal & work barriers, job readiness, existing skills & experience, soft/key skills deficiencies, qualifications/training history, and work goals 
· To co-create an individual Into Work Plan, informed by the initial diagnostic, to include a range of planned activities (e.g. Pick & Mix Employability & Personal Development Interventions & Modules, IAG, Pro-active Jobsearch, Counselling & Mentoring, Signposting to Short Vocational Courses (e.g. First Aid, Food Hygiene, etc.,), Creation of a CV & Speculative Letter, Work & Training Tasters, Work Rehearsals and Community Placements 
· To design, manage and deliver a range of Employability Training Modules/Interventions to maximise participant learning and progression
· To design, manage and facilitate a range of Personal Development & Soft/Key Skills Training Modules/Interventions, via 1:1 sessions, short courses and workshops 
· To achieve contractual Key Performance Indicator (KPI) targets including; Quality Assurance, Equal Opportunities & Diversity, Sustainable Development, Participant engagement, retention, training & qualification achievement, participant feedback, progression, and Positive Outcomes (employment, self-employment and education/training)
· To adopt a holistic approach to supporting participants by identifying barriers that may impact on the participants’ progression towards work, such as; household income concerns, criminality, health & wellbeing, caring responsibilities, etc. 
· To effectively manage, develop and support a caseload of participants, providing inspiration, motivation, encouragement and co-ordination of all individual activities 
· To effectively manage and oversee individual Personal Budgets, which may include services and material goods required to enable a participant to enter employment (e.g. interview clothing, childcare vouchers, or transport costs)
· To coordinate wraparound Specialist Support for participants (as required) to tackle personal challenges (e.g. Disability, Mental Health, BAME, Women Returners, NEET, etc.), via a range of Towards Work Specialist Partners
· To work in partnership with a network of local agencies and key stakeholders including; JCP, Statutory, Voluntary & Private organisations, local Employment & Skills providers, Specialist Partners, and Education & Training providers
· To fully understand and comply with ESF/Big Lottery Procurement Guidelines and Groundwork internal procedures, in relation to the purchasing of goods and services 
· To develop and maintain in-depth knowledge of the local labour market including extensive understanding of current benefits regimes and entitlements
· To proactively motivate and support participants with their Jobsearch activities, implementing comprehensive Jobsearch Tools to enable progression into employment and to work collaboratively with Employer Engagement Teams
· To regularly input and maintain all participant data via Groundworks Online Management Information Database (Hanlon) including; starts, diagnostics, action planning, personal budget spend, progressions, positive outcomes, tracking, etc. 
· To ensure that each Into Work Plan is a “living document”; is reviewed and updated regularly, ensuring it captures all Towards Work support interventions, as they occur 
· To organise Short Vocational Courses (e.g. First Aid, Food Hygiene, etc.,), as required, for participants to attend
· To regularly evaluate and document participant progress, via SMART reviews of participant attendance & completion of training/development interventions, achievement benchmarking, and Work & Training Tasters/Rehearsals undertaken
· To contribute to “participant case conferences” with Towards Work colleagues and Employer Engagement teams, JCP Advisors and relevant stakeholders
· To regularly attend meetings with funders and other stakeholders’/delivery partners
· To positively promote the Towards Work Programme to service users and stakeholders via internal and external events  
· To effectively prepare and complete all participant administration and financial documentation, ensuring all records are accurate and kept up-to-date, to ensure full contractual compliance with ESF, Big Lottery Fund, and Awarding Body standards
· To fully comply with Health & Safety, Equal Opportunities & Diversity, Quality Assurance, Sustainable Development, Safeguarding and Data Protection protocols
· To coordinate comprehensive In Work Benefit calculations for participants who secure employment
· To share best practice with other Work Coaches, Employer Engagement Teams and Towards Work partners, to drive continuous improvement of the programme 
· The postholder will be solely employed on the BBO Towards Work programme
General

· Ensure that all work is carried in accordance with relevant legislation and Nottingham Women’s Centre policies and procedures. 

· Work in a way which positively promotes the aims, objectives and values of Nottingham Women’s Centre

· Take responsibility for all aspects of safeguarding for the clients, volunteers and staff, paying particular attention to the sharing of information and professional boundaries

· Participate in training and development as required. 

· Act as an effective team member and attend and contribute to staff meetings.
· Carry out other duties as directed by the Centre Manager and the Board of Trustees.

	

	NOTES:
This post may require an Enhanced CRB check. Having a criminal record will not necessarily disqualify you from acquiring the post.

Due to the nature and sensitivity of the project’s client group, it is an occupational requirement under the Equality Act 2010, Part 1, Schedule 9 for the post holder to be female.  


	
	Essential
	Preferable

	Qualifications
	· IAG Level 3 or higher (or willingness to work towards this)
· Level 3 Adult Teaching/Training qualification or higher (or willingness to work towards this) such as PTLLS, DTLLS etc... 

	 



	Experience
	· Experience of coaching/supporting unemployed/job seekers into work, self-employment or training
· Experience of effective case management of disadvantaged participants, including the delivery of 1:1’s, IAG, diagnostics, action planning, reviewing progress and implementing appropriate employability & job search techniques

· Experience of meeting challenging performance targets, such as the achievement of job and training outcomes 


	· Experience of devising and delivering engaging and meaningful learning activities and training workshops, within an employment and skills sector

	Skills & Knowledge
	· Ability to negotiate and agree ‘SMART’ objectives with participants,  give constructive feedback and encourage behaviour change 
· Knowledge and understanding of the local labour market, sector skills gaps, local employment & skills provision, specialist support networks, and education & training providers
· Excellent communication and presentation skills
· Competent IT user (including MS Office package)

· Excellent time management skills including the ability to manage a caseload and work unsupervised
· Able to motivate, influence and persuade, and quickly establish positive relationships with people from a range of backgrounds
· Ability to hold appropriate boundaries with clients 

	· Up to date knowledge of the benefit system including In Work benefits

· Counselling & therapeutic skills or previous experience in an advisory, counselling role


	Other
	· Willing and able to work outside normal office hours as required

· Willing and able to travel to appointments in the local area as required
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