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 JOB TITLE: 
STEP Employment and Training Adviser
TEAM:

Integration and employment 
LOCATION:
Sheffield Refugee Council Office 
To Cover South Yorkshire
REPORTS TO:
STEP Programme Manager 
GRADE:

5 
HOURS:

35
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Context and Purpose of the Job

The UK government has committed itself to a Vulnerable Persons Relocation Scheme whereby people fleeing persecution from Syria and other countries are selected and processed in the region of origin and brought to the UK with their status already determined. Under this scheme a specific quota of refugees will be coming to the UK for resettlement.  
The resettlement team provides advice and support for resettled refugees to help them access services and mainstream provision, and establish community links. Working closely with local stakeholders and in partnership with other voluntary sector agencies running similar services across the UK, the Refugee Council resettlement team promotes both the integration and independence of this group.

The Employment and Training Adviser is responsible for working directly with a caseload of refugee clients who are on the Syrian Vulnerable Persons Relocation Scheme, Afghan Relocation scheme , Home for Ukraine , Experience of forced migration refugees and Asylum seeking with the right to work. The Employment and Training Adviser will prepare refugees for competitive employment and achieve their chosen employment objective. The Employment and Training Adviser will work to a variety of performance targets based on the progression outcomes of clients such as successful completion of training courses, voluntary and work placements and paid employment. This post is part of the WJR STEP programme that operates in other UK cities. 
Main Duties and Responsibilities

1. Providing new clients with an effective induction to the service.

2. Delivering a range of ‘employability workshops’ These should include:

· UK employment law

· Interview skills

· Confidence building

· CV writing

· Conduct in the workplace – what employers look for

· Job search

3. Carrying out a holistic and employment focussed assessment and individual placement and support plan with each client.
4. Carrying out ongoing monitoring with individual clients, assessing progress against action/development plans.

5. Weekly reporting on client’s activity against action plans to World Jewish Relief.

6. Conducting regular one to one meetings with clients in order to provide practical support with further learning and employment and support individuals to identify their own skills, and to inspire and motivate individuals to take a positive mental attitude to training/education and joining the workplace.

7. Assisting individuals to translate qualifications and identify and access ‘top-up’ or additional training.

8. Management of a small budget with support from STEP Programme Manager to be used to assist individual clients to access or move towards employment. Examples may include paying for training courses, special equipment needed for work i.e. hard capped boots, payment towards travel costs.

9. Engaging potential employers via a range of methods, including networking, employer surveys, hosting employer events and advertising the offer to employers. Building and nurturing a portfolio of employers working with the service. The post holder will be expected to arrange and attend strategic meetings with senior managers to achieve this.

10. Working in collaboration with other employability organisations to accelerate employer engagement in order to achieve work experience and job offers for clients.

11. Liaising with World Jewish Relief to support relationship building with national employers.

12. Responsible for pro-actively sourcing unpaid volunteer and work experience placements for clients, within local and national businesses.

13. Provide ‘in-placement support’ to clients supported into paid and unpaid work placements, including visiting sites to resolve issues and to deliver regular follow up meetings.
14. Provide coaching and mentoring support to volunteers.
15. Maintaining accurate and detailed case-notes and files; providing accurate statistical information and writing Commissioner – World Jewish Relief, Senior Management and Management Board reports.

16. Undertaking relevant training as required.

17. Any other duties that from time to time may reasonably be required.

18. Ensuring that professional boundaries are maintained at all times.

Note: This is a job outline only and seeks to set out the principle purpose and functions of the role; it may therefore be subject to change.

This Job Description should be considered alongside the Person Specification for this post and the Competency Framework applicable to this level within the organisational structure.
Additional Information

Health & Safety

The post holder is responsible for:

Cooperating with the Refugee Council in delivering all legal responsibilities in respect of your own and your colleagues, volunteers, clients and others health and safety whilst at work.

Becoming familiar with the Refugee Council’s Health & Safety Policy and procedures including evacuation procedures at your workplace.

Carrying out risk assessments of your own work and especially of your own workstation to ensure that you do not expose yourself or others to unnecessary risk.

Flexibility

In order to deliver services effectively, a degree of flexibility is needed and the post-holder may be required to perform work not specifically referred to above. Such duties will, however, fall within the scope of the job, at the appropriate grade. The job description will be subject to periodic review with the post-holder to ensure it accurately reflects the duties of the job. 

Equal Opportunities Statement 

As part of its recruitment policy, the Refugee Council intends to ensure that no prospective or actual employee is discriminated against on the basis of race, sex, nationality, marital status, sexual orientation, employment status, class, disability, age, religious belief or political persuasion, or is disadvantaged by any condition or requirement which is not demonstrably justifiable. 

Working at the Refugee Council

A commitment to the Refugee Council mission and values.

This post is subject to a satisfactory Disclosure and Barring Service check. Repeat checks are initiated every two years.
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JOB TITLE: 
Employment and Training Adviser – Leeds resettlement team
	Attributes
	Essential or Desirable
	How Identified?
A = Application Form

I = Interview

T = Test

R = Reference

	Experience
	
	

	Able to communicate effectively with clients, staff & other professionals.
	E
	I/R

	Able to work effectively as a team member and work on own initiative.
	E
	A/I/R

	Experience of advice & guidance, negotiating, reviewing and supervising a caseload of clients.
	E
	A/I/R

	Delivery of workshop activities around Job search work readiness and information, advice and guidance.
	E
	A/I

	Experience of business engagement/intervention to facilitate access to placement and job opportunities.
	E
	A/I

	Placing client group in work placement activity providing ongoing support for employee and employer to ensure retention whilst supporting work place issues for client group and experience of conflict resolution.
	E
	A/I

	Proven track record of meeting and exceeding outcome targets.
	E
	A/I/R

	Experience of working with employers to generate new vacancies and new work experience opportunities.
	E
	A/I/R

	Training
	
	

	Qualified or working toward NVQ 3 in Advice and Guidance, or equivalent.
	D

	A/I/R

	Qualified at NVQ 4 in Advice and Guidance, or equivalent.
	D
	A/I/R

	Special Knowledge & Skills
	
	

	Understanding of the issues and challenges faced by unemployed people to finding work, including those whose first language is not English.
	E
	A/I/R

	Understanding of equal opportunities issues and their practical application.
	E
	A/I

	Current knowledge of welfare benefits, particularly in relation to moving into work.
	E
	A/I/R

	A knowledge of adult learning/ vocational training services in West Yorkshire.
	E
	A/I

	Understanding of the recruitment needs of employers.
	E
	A/I/R

	Ability to deliver workshop activities around work readiness and Job search.
	E
	A/I/R

	Personal Circumstances
	
	

	Own motor transport available for work
	D
	A/I

	Able to work flexible hours this may include some occasional evening work.
	E
	I

	Able to speak another language
	D
	A/I

	Disposition, Adjustment & Attitude
	
	

	Energetic, professional, open and able to build positive working relationships internally and externally.
	E
	I/R

	Positive approach to working with Refugees and assisting them to make positive changes in their lives through accessing employment.
	E
	A/I/R

	Must be reliable, trustworthy and conscientious.
	E
	I/R

	Ability to maintain professional boundaries.
	E
	I/R

	Strong work ethic and commitment to the service and the Association and a flexible approach to working.
	E
	I/R

	Practical and Intellectual
	
	

	Must have very good English skills.
	E
	A/I/R/T

	Good IT skills e.g. word processing (MS Word) and use

of e-mail/internet (MS Outlook Express/Outlook and

Internet Explorer).
	E
	A/I/R

	Able to effectively manage and prioritise own caseload.
	E
	A/I/R


Key

A = Application Form

I = Interview

T = Test 

R = Reference
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