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Ashton Community Trust Job Description
Job Title:

LEMIS+ Project – Employer Liaison Support Officer
Responsible to: 
LEMIS+ Project – Employer Liaison Service Coordinator
Location:

Post will be based in Ashton Community Trust
Hours


37.5 hours per week
Salary:

£24,717 per annum 
Pension:

7%


Contract Term:
End March 2018 (subject to funding) with the possibility of extension thereafter for a further four years 
JOB BACKGROUND:

This post is part of the LEMIS+ Project, a Belfast wide employment project implemented by a consortium of organisation led by Ashton Community Trust.  The LEMIS+ Partnership organisations are
· GEMS NI

· Upper Springfield Development Trust

· Impact Training

· East Belfast Mission  

The post will involve supporting LEMIS+ Project clients and employers once they have been placed in work. They will establish and maintain excellent working relationships with employers for the purpose of supporting clients in work across Belfast for a range of different employment contracts. They will develop processes to ensure the client stays in work and that the employer receives ongoing contact and support.
KEY TASKS & RESPONSIBILITIES:

1. To work with a caseload of clients who have been placed in employment through the LEMIS+ project with the specific aim of keeping the clients in work and preventing drop out
2. To work with employers who have employed LEMIS+ clients in a support role thus ensuring that they get a high quality employment service that they will use again
3. To ensure that full support is being provided for both the employer and participant of the LEMIS+ programme through regular contact and visits and to resolve any issues that might arise between client and employer

4. To maintain a follow up after care service for both client and employer to ensure that they got long term support for up to a year after placement

5. To gather information and evidence on the destination of LEMIS+ clients once they are placed in employment
6. Work closely with LEMIS+ Mentoring Team across the City to inform them of clients progress in employment
7. To ensure accurate recording of all information related to the project, produce monthly progress reports against targets and attend meetings as required.
8. Undertake health & safety assessments of placements as necessary, ensuring all legal obligations are met and all policies and procedures are adhered to.

9. Performing any other duties as required by the line manager and that are commensurate with the grade of the post
OTHER RESPONSIBILITIES

10.   
Undertake any other related responsibilities commensurate with the evolving objectives of the 
        
post and the evolution of the Ashton Community Trust, as may reasonably be requested by the  

        
Director
11.  
Work flexibly on evenings, weekends and during school holidays to ensure full delivery of the 
       
programme. 
12.
Undertake training in order to develop work related skills and knowledge.
13. 
Work with due regard for Ashton Community Trust’s core values and objectives
14.
Ensure the effective implementation of and adherence to, the Trust’s policies and procedures
15.
Participate in Ashton Community Trust’s Performance Management and Appraisal process, and agree short, medium and long term goals with line manager, and direct line staff.

16. 
Identify learning and development needs with your line manager and evaluate T&D to demonstrate needs have been met.

17. 
Share best practice and achievements, and contribute to opportunities to present outcomes and case studies.

Status of the Job Description
This job description is not incorporated into the employee’s employment contract. It is intended as a guide and should not be viewed as an inflexible specification and it may be varied from time to time in the light of strategic developments following discussion with the post holder. The post holder will be expected to work to objectives agreed with the line manager
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LEMIS+ Project – Employer Liaison Support Officer 
Personnel Specification

Short-listing Criterion
Ashton Community Trust reserves the right to only short-list those applicants who can clearly demonstrate by providing personal and specific examples of the following criteria.
Essential Criteria

Applicants must have, as at the closing date for receipt of application forms:

1. Recognised professional Qualification at Level 3 or above in a relevant field (relevant qualifications may include advice and guidance, careers advice, business, recruitment)
2. A proven track record of a minimum of 1 year full time paid experience (or 2 years part time paid experience) of working within an employment field.  (Number of years experience may be increased should there be a need to facilitate manageable shortlists);
3. Ability to work with both employers and clients to ensure successful placements and prevent drop out;
4. Ability to communicate effectively with clients and employers to resolve issues and build relationships;
5. Ability to work in a target driven environment;
6. Ability to ensure accurate recording of information, produce monthly progress reports against targets and attend management and multi-agency meetings as required;
7. Experience and good knowledge of I.T. and database systems including; ability to use MS office (Word, Excel) Internet and Email; 

8. An  understanding of the needs of employers and the barriers that clients might face when they gain work;
9. Ability to form close working relationships and communicate effectively with colleagues and others connected with the project, particularly representatives of key local agencies and employers;
10. Ability to work under own initiative, including effective prioritisation of tasks and ability to work to agreed aims and objectives;
11. A willingness to be flexible in work patterns and to fulfil occasional evening and weekend duties
12. Valid driving license and access to transport appropriate for the post.  (Consideration will be given to candidates, who because of a disability, cannot hold a driving license but they must have access to a mode of transport that allows them to fulfill the duties of the post).
Desirable Criteria 

One or all of the desirable criteria may be used to shortlist applicants

13. Knowledge and experience of working with the unemployed and the barriers they face;
Vetting
Appointment to this post is subject to successful applicant declaring all pending prosecutions, convictions, cautions and bind-over orders and their name will be submitted to Access NI for a check to be carried out.
Competencies

Candidates who are shortlisted for interview will be required to demonstrate how, and to what extent, they meet some or all of the competencies listed below during their interview.
Communicating Effectively & Appropriately

Covers communication through written, electronic or visual means, and oral communication, in both informal and formal situations. This may include the need to convey basic factual information clearly and accurately; conveying information in the most appropriate format; and explaining complex or detailed specialist information. 

Providing Quality Services

Covers the provision of help and assistance to a high standard of service to clients and other external users (e.g. partners, customers, stakeholders) this may include reacting to requests for information or advice; actively offering or promoting the services of the organisation to others; and setting the overall standards of service offered. 

Managing Resources

Covers organising, prioritising and planning time and resources, be they human, physical or financial. This may include planning and organising one’s own work; planning work for others on day to day tasks or on projects; carrying out operational planning; and planning for coming years. 

Planning & Development

Covers career development and personal growth in the role. This may include the need to participate in development activities, undertaking training, taking responsibility for one’s own development and adding value to the role and the organisation as an outcome of personal development. Skills developed outside of work may also be considered as ways of improving performance in the role.
Liaison & Networking

Covers liaising with others both within and outside the organisation, participating in formal networks and initiating and leading internal/external networks. This may include passing on information promptly to colleagues; ensuring mutual exchange of information; influencing developments through one’s contacts; and building an external reputation. 

Teamwork, Motivation & Team Development

Covers team work and team leadership when working in both internal and external teams, project and virtual teams. This may include the need to undertake delegated work; contributing as an active member of the team; motivating others in the team; and providing leadership and direction for the team. This section also covers the development of the skills and knowledge of others in the work team. This may include the induction of new colleagues; coaching and appraising individuals who are supervised, mentored or managed by the role holder; and giving guidance or advice to team members on specific aspects of work. 
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