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Job Description
Post:
Employment Support Officer  

Location:

Western Trust Region
Operational Base: Action Mental Health Enniskillen or Foyle
Responsible to:
Service Manager – Workable (NI)
Accountable to:
Deputy Director of Operations
Role:
The post holder will support the delivery of the Action Mental Health Workable (NI) Programme Consortium across the Western Trust areas.  The overall purpose of the post is to support individuals with mental health needs to sustain their employment through the delivery of a comprehensive support package. In addition, support and assistance will also be provided to employers. 

KEY RESULT AREAS:
1 Programme Delivery, Assessment and Review
2 Supporting Client Development
3 Quality Assuring Service Delivery
4 Health and Safety
5 Personal Training, Development and Practice
6 Operational Targets

Key Result Area 1:  Programme Delivery, Assessment & Review
· To provide regular assessment and review of clients’ progress on the Workable (NI) programme.

· To co-ordinate appropriate training/counselling for clients as agreed with the Service Manager.
· To monitor a range of supports to other providers and ensure their compliance with Action Mental Health guidelines.
Key Result Area 2: Supporting Client Development
· To take a lead role in client recruitment onto the Action Mental Health Workable (NI) Programme and to facilitate the introduction of new clients to the programme. 

· To ensure the completion of the Application Form for clients registered on the programme 

·  To ensure that action plans which reflect individual client needs are reviewed   on a regular basis and that all action points are implemented by agreed dates
·  To undertake ongoing assessment and review of individual client needs and facilitate/attend meetings with employee & employer when needed.

· To be proactive in implementing the client exit strategy policy in respect of the programme 

Key Result Area 3:  Quality Assuring Service Delivery 

· To ensure that all client information is maintained, held and shared in accordance with Action Mental Health policies and procedures and Workable (NI) funder requirements, including compliance with Data Protection legislation 
· To ensure that all administrative recording and statistical reporting is completed within the required timescale
· To ensure adherence to all Action Mental Health policies and procedures

· To support quality improvement systems including Investors in People

· To ensure adherence to relevant organisational and legislative requirements
Key Result Area 4:  Health & Safety
· To ensure that all aspects of legislative and organisational Health & Safety standards and requirements are maintained 

· To ensure that, where any risk has been identified in relation to new or existing clients, a full risk assessment is carried out and appropriate follow up action is taken. 

Key Result Area 5:  Personal Training and Development
· To take part in supervision, appraisal and training as identified through Action Mental Health’s Staff Learning and Development Processes 

· To take personal responsibility for continuing personal and professional development and maintain a current continuing professional development portfolio.

· To adhere to Action Mental Health’s set of Core Values and Corporate Behaviours
Key Result Area 6:  Operational Targets
Support the realisation of annual operational targets in respect of:

· Client recruitment to the Workable (NI) Programme

· Approval of Client Application Forms
· Maintaining the contracted client caseload
· Income generation and project expenditure

In addition to the above duties the post holder will be expected to be flexible in discharging these and any other additional tasks as may be reasonably assigned according to the changing priorities of the organisation.
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PERSONNEL SPECIFICATION
EMPLOYMENT SUPPORT OFFICER – WORKABLE (NI)
	         AREA
	CRITERIA

	
	ESSENTIAL
	DESIRABLE

	1
	EDUCATION/ PROFESSIONAL QUALIFICATIONS
	
	

	Educated to NVQ, RQF Level 3 or equivalent
	(
	

	A Recruitment or Supported Employment Qualification
	
	(

	2
	EXPERIENCE
	
	


	Recent relevant experience of preparing individuals for employment or supporting people in employment.
	(

	

	Experience of working with people from disadvantaged groups.
	(
	

	Evidence of regular engagement with employers in support of client needs 
	
	(

	Evidence of linking with external networks to support the delivery of a programme / project 
	(
	

	3
	COMPETENCIES
	
	

	Able to demonstrate an understanding of the issues affecting individuals recovering from mental ill-health 
	
	(

	Evidence of having undertaken client focused, needs based assessment, action planning and programme delivery
	
	(

	Able to demonstrate good communication skills
	(
	

	Proven ability to effectively support and work as a member of a team
	(
	

	Have a good level of IT literacy
	(
	

	Proven ability to deliver business results
	(
	

	Strong commitment to quality assurance, continuous improvement and the delivery of best practice
	(
	

	Able to demonstrate flexibility, self-motivation, confidence and ability to use initiative
	(
	

	Good organisational skills
	(
	

	4       VALUES & BEHAVIOURS
	
	

	* Ability to demonstrate alignment with Action Mental Health’s core values and organisational behaviours.
	(
	

	5
	ADDITIONAL 
	
	

	A full current driving licence and access to a car is essential. Consideration will be given to alternative travelling proposals in respect of applicants with a disability who cannot hold a licence.
	(
	

	The successful candidate will be required to undergo an Enhanced Disclosure check via the AccessNI Service before commencement of employment 
	(
	

	6      SALARY SCALE
	
	

	Salary scale £27,686.90 - £29,668.65 per annum based on 35 hours per week (or pro-rata as appropriate).  
Candidates will normally be appointed at the start of the pay scale.  

	
	

	7       HOURS OF WORK
	
	

	29-35 hrs per week as advertised
	
	

	8       OTHER INFORMATION
	
	

	A mileage allowance is payable for the use of a private vehicle on company business.
	
	


NOTE:  Not all of the above criteria will be assessed at the application/short listing stage

* Action Mental Health’s Core Values and Behaviours can be found in the Employee Benefits booklet.
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