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Job description and Person Specification

Enterprise Coordinator

	Department 
	Strategy, Growth & Investment

	Service 
	Employment & Skills Service 

	Grade
	H

	Reports to
	Operational Hub Lead 

	Responsible for 
	N/A

	Job reference
	10193



	Job Purpose 

	Enterprise Coordinators (EC) are the main link between local schools/colleges and employers, helping them work together to improve careers education for young people across Norfolk and Suffolk.

ECs are responsible for managing a caseload of schools and colleges, supporting them to enhance their careers provision in line with the Gatsby Benchmarks (the national framework for good careers guidance) whilst also engaging employers to offer careers activities including work experience.

ECs are expected to support with wider Careers Hub priorities and initiatives, with a focus on project work related to the wider careers landscape.


	Context/Overview

	[bookmark: _Hlk17451535]Strategy, Growth and Investment is a key outward facing service within the Strategy & Transformation department. The service seeks to create the right conditions for economic growth, removing barriers which involves strategic engagement with external partners and stakeholders, identifying opportunity and coalescing organisations around common goals. The Employment & Skills Service is responsible for developing, delivering and supporting a range of programmes and projects to increase skills, boost employability and support people across Norfolk to access employment and progress within the workplace.

The Norfolk & Suffolk Careers Hub is part of a national initiative delivered in partnership with the Careers & Enterprise Company (CEC). The Careers Hub works with secondary schools, colleges and employers across Norfolk and Suffolk with an ambition to help every young person to find their next best step by building stronger links between education and the world of work. The work of the Careers Hub focusses on developing the future workforce for the region ensuring they have the skills they need, enabling employers to recruit the talent they require for future growth.

This role will be supporting schools and colleges across East Suffolk and the surrounding area.



	Accountabilities

	Build effective relationships with local schools and colleges, understand their needs to ensure the programme has impact on young people.

	Support both schools and employers by increasing awareness of the benefits of employers and education working closely together to improve careers education programmes leading to better outcomes for young people

	Engage with local employers, employer groups and providers raising awareness of the work of the Careers Hub and supporting them to engage effectively with schools, colleges and other education settings.

	Provide support to schools in the understanding and implementation of the updated Gatsby Benchmarks and Statutory Guidance, including engagement in the Careers Impact System for school careers development.

	Provide support to schools in the planning, preparation and implementation of the government’s 2 weeks-worth of work experience guarantee.

	Support Careers Hub funded projects to ensure successful delivery, including reporting and evaluation.

	Stimulate meaningful careers related activity from local employers, including modern work experience opportunities and engage with schools and colleges to ensure uptake of offers.

	Support the Careers Hub to effectively plan, measure and evaluate impact by supporting schools to utilise the CEC’s digital ecosystem; including Compass+, Future Skills Questionnaire (FSQ) and Careers Impact System (CIS).

	Ensure effective data management, maintaining accurate records for schools in own caseload on both internal and external databases.

	Work to raise the profile of the programme locally.

	Optimise the performance of the cluster:
· Set a culture of excellence.
· Closely review whether the activities being provided in schools and colleges are meeting the needs of young people, schools and local economic needs and if not, identify ways to improve that activity.
· Promote and share leading practice across schools and colleges and with employers, other ECs and the CEC.
· Formally evaluate and report progress against contract targets to the Careers Operational Hub Manager and Strategic Hub Manager during monthly and annual review meetings.



	Person Specification


	Qualifications:

	Essential
	Desirable

	Suitable Level 3 Qualifications and GCSEs (or equivalent) in English and Maths.

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Demonstrable understanding of the issues and barriers to employment faced by young people.

Demonstrable understanding of employers of different sizes, different sectors and the local labour market across Norfolk & Suffolk.

	Some understanding of relevant local and national policy relating to skills and economic development.

Good understanding of school and college structures and working practices.

Experience coordinating projects or programmes.


	Skills:

	Essential
	Desirable

	Ability to work with senior stakeholders to capture their attention, engage and enrol them in careers and enterprise activities for schools and colleges and in support of the programme, and maintain enthusiasm throughout.

Ability to use and develop an evolving toolkit to create clarity and impact.

Ability to understand the needs of / constraints on schools and colleges and to support them effectively.

Ability to understand the needs of / constraints on employers and to support them effectively.

Able to engage and influence a wide range of stakeholders.

Excellent communication skills, both verbal and written.

Ability to assimilate new information quickly.

Ability to conduct basic data management.

Able to project manage and manage priorities effectively and efficiently.

	Some understanding of relevant local and national policy





	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 

	
Must be able to travel to parts of Suffolk and Norfolk not served by public transport.



	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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