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JOB DESCRIPTION
Basic Skills & Job Coach 
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	Title of Post:
	Basic Skills & Job Coach 

	Salary Scale:
	£24,000 - £26,000 (pro rata)

	Hours of Work:
	28 hours per week

	Benefits:
	3% Pension Contribution
20 Days annual Holiday (pro rata)

	Responsible to:
	Admin Manager

	Special Conditions:
	Occasional evening or weekend work




i)  Job Role
Deliver employability training and job search support unemployed people to identify relevant work skills, gain experience, inspire, influence, and motivate them to progress them into sustained employment. 


ii) Key Responsibilities 
· Support clients to prepare for employment and in the development of job- seeking and application skills. 
· Provide support both on a 1-2-1 basis individually and in group settings. 
· Support clients to prepare high quality CV’s and assist with job applications. 
· Build and maintain an appropriate knowledge of job vacancies and volunteering opportunities 
· Match clients to vacancies based on their job goals, skills and experience. 
· Complete all necessary monitoring, and review processes required by project funders 
· To work alongside other relevant agencies (e.g. Busy Business Forum) and attend multi-agency meetings as required 
· Maintain accurate, comprehensive and up to date case records for all clients on CharityLog, including recording progression outcomes and tracking.
· To promote the service to external agencies and other stakeholders to increase their awareness. 
· Signpost clients to appropriate training and support.
· Organise job fairs thematic workshops and job taster days.


2. Others
a) Provide Admin support to ADAB
b) Support development of ADAB
c) Fill in for other staff members (holiday & sickness cover)
d) Recruit, Manage & support volunteers to support this role


3. General Requirements
a) Participate in training and information briefings and maintain an up to date knowledge
b) Attend supervision sessions and staff meetings.


c) Assist management in preparing quarterly monitoring reports outlining progress of the work, bids submitted; funding secured and key issues raised by clients.
d) Carry out occasional other duties as agreed within supervision to support ADAB
e) To undertake any other duties as prescribed.
f) Undertake such personal training as may be required to keep up to date and fulfil the professional requirements identified for this job description.
g) To have a collaborative and flexible approach to work undertaken by ADAB.
h) contribute to the development of ADAB

4. Equal Opportunities
ADAB  is committed to equal opportunities, anti-discrimination and anti-oppressive policy or practice.  No one we have contact with may be discriminated against either directly or indirectly on the grounds of gender, race, nationality, ethnicity, religion, marital status, sexual orientation, age or impairment.  This policy applies to job applicants, employees, volunteers and service users. 

5. Notes
a) 	All jobs are subject to change from time to time and this job description will be reviewed regularly.  
b) 	The job description is a guide to the work that you will be required to undertake and represents a range of responsibilities in line with the grade for the post.
c) This post is subject to a 6 month probationary period.



























	PERSON SPECIFICATION

	ESSENTIAL/
DESIRABLE

	EXPERIENCE
1. experience of providing telephone and face-to-face client services.
2. Experience of designing and delivering training to develop skills, confidence and self-esteem 
3. experience of using a computer and Microsoft Office (word, Excel & Outlook)
4. Track-record of supporting clients to achieve their programme of learning and obtain employment 
5. Experience of delivering Job related training and/or support
6. experience of developing and using social media
	
Essential           
Essential

Essential

Essential

Essential
Desirable

	SKILLS 
1. Ability to assist clients in securing sustained employment. 
2. Experience of using management information systems and maintaining accurate records 
3. Numeracy skills and the ability to work within established financial systems
4. Excellent telephone, written and oral communication skills.
5. Sound knowledge of the job market and the skills needed to apply for vacancies 
6. Maintain accurate records
7. Ability to speak & understand a community language (Urdu, Punjabi, Pushto or Arabic) 

	
Essential
Essential

Essential

Essential
Essential

Essential
Desirable

	QUALIFICATIONS
8. A good standard of education
9. Level 3 Award in Teaching and Learning / PTTLS or equivalent
	
Essential
Desirable

	KNOWLEDGE
10. Experience of working with a range of employers to satisfy secure jobs for clients. 
11. Basic knowledge of using email and the Internet. 
12. Understanding of and commitment to providing excellent customer care. 
13. Understanding and commitment to equal opportunities.

	
Essential

Essential
Essential
Essential
Essential

	OTHER REQUIREMENTS
14. Willing to be flexible and work according to the demand
	
Essential
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