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Job Description and Person Specification




Apprenticeships Pathways to Work Adviser

	Department
	Children’s Services

	Section/Service
	Safeguarding, Partnerships and Opportunity Directorate/Post 16 Education, Employment and Training Service

	Location
	County Hall, Norwich

	Grade
	G

	Responsible to
	Post 16 Education, Employment and Training Service Manager

	Effective date
	



	Role and Context 

	Job Purpose.

The post will deliver activities and projects with young people, parents/carers and professionals supporting them, in schools, colleges and the community that are designed to increase the demand for and the number, level, range and quality of apprenticeships and other work-related learning opportunities for young people in Norfolk. Although the postholder will work with team members on activities across the County, the main geographical focus for the work of this post will be predominately Great Yarmouth and Broadland, aligned to the School and Communities teams in these areas.

You will work in a team providing a range of activities and interventions including face to face and online advice and guidance activities for young people in schools, colleges and other learning settings including one-to-one work, small group work, workshops, webinars and large group sessions. This will include working with other professionals and workers to provide advice, support and advocacy for vulnerable young people to achieve a viable pathway into work. The role also involve providing briefings and CPD for teachers/advisers and parents/carers, developing apprenticeships and traineeships information materials for promotion through the Help You Choose website and promoting engagement with opportunities and events through a range of social media platforms.


	Context 

Norfolk Children’s Services aim to support all young people to fulfil their personal, social, academic and career potential to successfully transition to economic independence in adulthood. Children’s Services are committed to promote and develop a viable and high-quality pathway to apprenticeships for 16-18-year olds wishing to enter the labour market as a key option for 16-18 participation. Children’s Services ‘Pathways to Work’ strategy within Norfolk County Councils’ Apprenticeship Strategy exemplifies the directorate’s approach for supporting young people, especially those with vulnerabilities and or those facing disadvantage. 




	Achieving the strategy has major challenges and opportunities, requiring both an increase in the demand from Norfolk’s young people for apprenticeships and other work-based learning together with an increase in the provision and supply of suitable opportunities. To maximise the availability and uptake of apprenticeship opportunities for 16-18-year olds will require partnership working with both internal and external colleagues and customers including young people, teachers/lecturers, employers, training providers, advisers, parents/carers, Local Authority officers in both the County and District Councils and funding agencies. 

The post is based with the Post 16 Education, Employment and Training Service (Post 16 EET Service) part of the Safeguarding, Partnerships and Opportunity Directorate. The Post 16 EET Service seeks to promote the participation of all 16-18-year-old young people in learning (25 years for SEND) in order to achieve greater levels of attainment, successful progressions and economic independence. 

	

	Other Job Information 

	This is a role requiring regular contact with a wide range of colleagues, school and college staff, training providers and partner agencies across the county and will require travel across the County..  This requires an ability to travel to venues not accessible on public transport routes.

There will also be the requirement to work to be undertaken flexibly at times and in various locations.  





	Principal Accountabilities 

	To work closely with colleagues and managers across the Post 16 EET Service to provide day to day support for projects that contribute to Norfolk Children’s Services apprenticeships strategy. 

To negotiate and deliver a programme of face to face and online IAG activities for young people in a designated group of schools, colleges and other learning settings including taught information and awareness lessons, school assemblies, presentations, careers events, face to face and online workshops. 

In partnership with key workers to provide information and advice, support and advocacy for vulnerable young people to achieve a viable pathway to work including, but not limited to, those with SEND, SEN Support, NEET, LAC/Carer leavers, Home Educated, and young offenders up to age 25 years.

To organise and deliver of opportunities events and activities targeted at 16-18-year-old young people in the community including those who are NEET (Not in Education, Employment or Training) or at risk of NEET.

To actively promote to employers the value of recruiting and investing in Norfolk’s young people with particular reference to vulnerable cohorts. 

Organising apprenticeships briefings, events and CPD for teachers/advisers and parents/carers – both face to face and online. 

Developing and disseminating apprenticeships IAG materials for young people, parents/carers and teachers/advisers through the Help You Choose website and through a range of social media platforms; 

To promote the use of Help You Choose, Apprenticeships Norfolk and I Can Be A websites with young people, teachers/advisers and parents/carers and providers

Ensuring work is communicated and coordinated with other stakeholders and support providers in the County including with NCC teams e.g. Growth and Investment; HR , Norfolk Community Learning, Leaving Care Service and with external providers and partners including FE Colleges, training providers,  District Councils, Careers Hub and the DfE.

To develop and disseminate case studies and other examples of good practice to showcase apprenticeships, and other work-based options in Norfolk 

To work closely with colleagues across Children’s Services, CES Growth and Investment and HR to support collaborative projects across Directorates that develop apprenticeship opportunities for young people.  

To ensure that all work is accurately recorded and to create reports on project activities and impact to requirements.




Person Specification  

	Qualifications

	Essential
	Desirable

	Relevant level 3 or above qualification in teaching, careers guidance, youth work or training or equivalent level of experience

English language and Mathematics at GCSE grade C (Grade 4) or equivalent
	

	Experience

	Essential
	Desirable

	Direct experience of work with young people aged 14-19 in a teaching/advisory capacity, both face to face and online
Experience of working in schools, colleges or work based training organisations to achieve tangible outcomes with young people
Experience of delivering training sessions with school staff, parents and other professionals
Recent/current experience of using social media for marketing and/or communications activities
Working as part of a team to deliver outcomes to young people 
	Knowledge and understanding of good practice in recruitment and selection
Knowledge and understanding of current approaches and funding for apprenticeships
Previous experience of marketing, event organisation and communications activities 



	Skills/knowledge

	Essential
	Desirable

	Outstanding communication skills both verbal and written and including good presentation skills 
Strong interpersonal skills and able to adapt own communication style to suit a variety of situations, to present with a high level of credibility to a range of stakeholders, business and education partners 
Good understanding of the 11-19 education and training system and curriculum at secondary level 
Good understanding of the business world including the local skills and economic development landscape
Understanding of the national and local context for skills and apprenticeships
Commitment to support young peoples’16-18 choices and transitions 
Understanding and commitment to addressing equalities issues
Ability to enthusiastically promote a positive image of young people, and the importance of careers and enterprise education and work-based options including apprenticeships 
Excellent skills in Microsoft Office Suite including Word, Excel, Outlook and PowerPoint
Ability to retrieve, gather and accurately record information from a range of sources and use databases and spreadsheets effectively
Enthusiastic about use of online and social media channels of communication to engage young people, parents/carers and employers
Excellent time management and planning skills
Good influencing and negotiation skills 
Sensitivity to needs, issues and pressures being experienced by schools, colleges and employers
Proven ability to contribute to and support colleagues within a team environment
Proven ability to manage personal time to deliver quality outcomes and goals
	Understanding of and enthusiasm for the principles supporting people at all stages in life through education and into training and employment 




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.

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 regard 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.

Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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