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	Employment Support Officer 

	Job Description

	


Introduction
Welcome and thank-you for your interest in this role. This pack includes further information about this position and context, to help you decide if this is the role for you.
About Action on Hearing Loss
Communication is a basic human need. Yet most of us know someone who struggles to communicate through hearing loss. It can cause substantial harm to friendships, family relationships, confidence, employability, mental health, and life chances.

Action on Hearing Loss (formerly the RNID) is the UK’s largest charity for the 11 million people in the UK who confront deafness, tinnitus and hearing loss every day. Established in 1911, we help people to take control of their lives and live the life they choose, removing the barriers standing in their way. We give people support and care, develop technology and treatments, and campaign for equality.  
Action on Hearing Loss is growing rapidly on the back of a new brand, a new and highly ambitious long-term strategy, Taking Action, and a long term investment plan in fundraising. Last year we helped more people with hearing loss than ever before. Our annual report and website show how we’ve changed the world for the people we help – see our website for more information.
About the role 
Action on Hearing Loss is part of the SES Supported Employment Solutions partnership, made up of seven disability organisations from across N Ireland, who have come together to deliver the Workable (NI) and Steps to Success programmers across the Region. These programmes are aimed at supporting Deaf and hard of hearing people to gain and retain employment. Our service will provide participants with tailored and specialist support and practical help. You will work with a wide range of people including service providers and employers to create and facilitate opportunities and to remove barriers.
How to apply
If you think you have the skills and experience and would love the challenge of this job I’d like to hear from you.  To apply for the role please submit an application form to jobs@hearingloss.org.uk by the closing date of 3rd March 2017.  

If, having read the information pack you would like any further information in relation to the post or to have an informal discussion about this opportunity either by telephone at 028 9023 9619 or by email Michael.Mulvenna@hearingloss.org.uk.

I look forward to receiving your application.

Yours sincerely

Michael Mulvenna
Employment Team Leader

Job description:  
Job title: Employment Support Officer




Salary: £21,000 per annum

Band: Orange 
Responsible to: Employment Team Leader
Direct Reports: 

Directorate:  NI Directorate


Department: Local Engagement (Devolved Countries)

Location: Derry / Londonderry
Date: 9th February 2017
Overall Purpose of the Role:
To support deaf and hard of hearing people to secure sustainable employment opportunities and achieve positive outcomes through participation in programmes which Action on Hearing loss is contracted to deliver, by the Department for Communities. (e.g. Workable (NI), Work Connect, Steps to Success)

Key Accountabilities and Responsibilities:
· Assist relevant participants with job seeking and job retention. To liaise with families, carers and other appropriate persons or agencies involved in the support and development of each participant.
· Identify suitable and appropriate employment opportunities for participants and match participants to these, ensuring that appropriate support is in place. Regularly monitor and review participants, providing support as required both to participants employers and training providers.
· 
Ensure an individual development / support plan is developed and implemented for all programme participants. Maintain accurate, up to date records of participants’ progress. Ensure number of participants within programmes to meet contract compliance.
· 
Market and promote programmes both externally to key organisations and individuals and internally to relevant service users and staff. Developing inter-departmental knowledge to increase commercial gain for the organisation. 
· 
Liaise as appropriate with Department for Communities personnel and other partners and comply with administration procedures as required. 
· 
Continually update your own knowledge on opportunities and support available so that you are giving accurate information and advice to deaf people, hard of hearing people and service providers.
· 
Provide support as required to relevant partners using the mode of Supported Employment. 
· 
Respect confidentiality and carry out all the responsibilities in a professional manner at all times in compliance with all of Action on Hearing Loss policies and demonstrating Action on Hearing Loss cultures and values (see attached information).
Other Requirements:
· 
This job will entail some work out of normal office hours and you may be asked to represent the Team Leader at meetings or complete any other duties and responsibilities that are commensurate with this role.
Person specification 
PERSON PROFILE

Job Title:     Employment Support Officer                                Date:


	
	Essential
	Desirable

	Experience


	· Good IT Skills particularly MS Office

· Ability and experience of managing own time effectively and working with minimum supervision in order to support team members.

· Proven ability to achieve outcomes and results within agreed timescales  

· Experience of working paid/unpaid in a variety of business sectors e.g. education, employment, training, industrial or commercial services 

	·   Proven ability as a first rate communicator able to build rapport effectively across a range of contacts/networks (evidence of existing networks an advantage)  

·   Proven ability in managing a client caseload and monitoring progress
·   Significant experience in assessment, advice & guidance.  

	Skills / Knowledge

	· Minimum of A level Education or equivalent
· Understanding of the issues facing deaf and hard of hearing people particularly with regard to employability.

· Knowledge of current government employment programmes and other benefits available to disabled people

· Understanding of and commitment to equal opportunities, the Disability Discrimination Act and the Disability Equality Duty

· Knowledge of Personnel/HR procedures 
· BSL level 1 and working towards Level 2 or above or ability to sign at that level

	·   NVQ level III in Advice & Guidance or equivalent experience/qualification 

·   Awareness of the local labour market and how to position to gain most opportunities

·   Networking with a wide group of people, and facilitating and/or organising meetings and events, specifically with employers or external organisations



	Personal Qualities 

	· Working on own with minimal supervision

· Excellent interpersonal skills and the ability to communicate clearly with a wide range of people. 
	

	Circumstances

	· Full current driving licence required with access to a vehicle for work purposes (Consideration will be given to alternative travelling proposals in respect of applicants with a disability who cannot hold a licence).

· Ability to work occasional                               weekends and evenings

	


Values and behaviours
We have 3 core values at Action on Hearing Loss, which reflect what we are like at our best and what we aim to be more like, more of the time.  They guide how we act, behave towards others and go about our day to day work.  Team members should be able to demonstrate these values:
People
· We treat people with warmth, dignity and respect. 

· We show kindness, care and understanding. 

· We treat people how we would like to be treated.

Passion
· We work with enthusiasm and energy. 

· We strive for high standards and always try to do our best. 

· We innovate, take risks and try new things.

Partnership
· We listen carefully to others and try hard to understand. 

· We share insights, ideas and resources. 

· We act with integrity, building trust.

TERMS AND CONDITIONS
Listed below are some of the key benefits of working with us 

POST:                       Employment Support Officer
CONTRACT TYPE:  Fixed Term until 31st March 2018 with possible extension
SALARY:                  The salary for this post is £21,000 per annum in salary Band Orange 
PROBATIONARY PERIOD:



Confirmation of appointment is subject to the successful completion of a 6-month probationary period.
HOURS:                     35 hours per week but from time to time it may be necessary to work additional hours to complete your duties.  

HOLIDAYS:               The annual leave year is from 1 April to 31 March.  The entitlement for a full time post is 25 days plus statutory/bank holidays per year.
SICKNESS:                A comprehensive sick pay scheme is provided by Action on Hearing Loss

PENSION:            
In line with Government legislation (Pensions Act 2008), you will be automatically enrolled into the Action on Hearing Loss Group Personal Pension Plan (GPP) if you meet relevant qualifying criteria. If you are auto enrolled, you will contribute 1% and Action on Hearing Loss will contribute 2%.  Further information on automatic enrolment can be found on www.gov.uk.

All Action on Hearing Loss staff who do not belong to Defined Contribution Pension Scheme which was closed to new entrants from 31 May 2012, will be entitled to automatic Life Assurance of £50,000. 

EQUAL OPPORTUNITIES:  


We have an Equal Opportunities and Diversity Policy and all   employees are expected to develop an understanding of and commitment to equal opportunities.
This post is exempt from the terms of the Rehabilitation of Offenders Act (Exemption Order 1975) and you are therefore required to disclose all criminal convictions and cautions including those, which are 'spent'.

This post is also subject to a Disclosure and Barring Service clearance (formerly Criminal Records Bureau clearance) Access NI / Disclosure Scotland clearance. All successful candidates must satisfactorily clear a criminal records and ISA Vulnerable Adults Barred List check. Action on Hearing Loss complies with the DBS Code of Practice. If you would like a copy of this please contact us.

If you do need to disclose any criminal convictions or cautions please place declaration, sealed in an envelope marked ‘HR Advisor, Private & Confidential, Addressee Only', and attach to Application Form.
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