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Job Description and Person Specification
 



[bookmark: Text1]Employment Coordinator  

	Department
	Adult Social Services

	Section/Service
	Preparing for Adult Life Service

	Location
	Based in Adult Social Services Central Locality (Norwich).

	JE/MJ Number
	
	GR Number
	

	Grade
	F

	Responsible to
	Employment Services Delivery Manager

	Responsible for
	No staff managed



	Role and Context 

	Job Purpose 

	· Based on successful supported employment initiatives in Mental Health settings across the country, the Norfolk Employment Co-ordinators (NEC) will work with a variety of groups, services and organisations, including the Skills & Employment Team (SET), to help Working Age Adults with disabilities and / or mental health needs, find appropriate training, employment or volunteering roles, or support people to return to or retain employment. 
· The role will involve working directly with Jobcentre Plus, employers, trade unions and employment agencies to keep people in employment and secure employment opportunities


	Context

	The way Norfolk Adult Social Services is supporting people into employment is changing. As part of seeking to promote people's independence and responding to the Government White Paper, ‘Improving Lives: The Future of Work, Health and Disability’ we are seeking to transform employment prospects for disabled people and those with long term health conditions over the next 10 years. We are also responding to what people said they wanted, as outlined in the Learning Disability Strategy outlining their expressed desire to be supported to access work. This strategy will also be to assist working age adults with mental health issues, physical disabilities and those with Autism to find or return to employment or work-related activities.

This role sits within the Preparing for Adult Life (PfAL) service but also works closely with the Skills and Employment Team to ensure a holistic and joined up approach to employment opportunities for working age adults with disabilities or mental health conditions and those with autism.

	Other Job Information (e.g. any special factors or constraints) 

	
The job holder will be expected to travel regularly across Norfolk to meet with stakeholders and attend meetings and will need to be a car owner/driver and have a full driving licence.

This role requires an Enhanced DBS Check.




	Principal Accountabilities – in order of importance

	· To help Disabled Working Age Adults, and /or those with mental health needs find appropriate training, employment or volunteering roles, or support to return to or retain employment, and where appropriate to utilise a coaching approach

· To work in a strengths-based way to help an individual focus on their job goals and identify their strengths, difficulties and concerns, as well as their employment assets, in order to offer the most effective employment support. This may include support with drawing up or updating a CV.

· To work with Jobcentre Plus and employers in respect of supporting adults with disabilities and/or those with mental health needs with Access to work.

· Advocate on behalf of the person with prospective employers if necessary, aiming to identify work solutions that will overcome or minimise difficulties within the workplace.  

· Employer awareness of the implications under the Equality Act 2010 to make reasonable adjustments, health conditions and employment reactions.

· Escalate complex issues to the Employment Services Delivery Manager for advice and support.

· Work with a variety of groups, services and organisations to help Working Age adults find appropriate training, employment or volunteering roles. This will also be through partnership working with the Skills and Employment Team who will lead on identifying employment opportunities.

· To keep informed of relevant employment legislation and changes to Benefits system.

· To keep up to date with accurate information on local resources, facilities, training and employment and share this information with the Employment team

· To comply with electronic record keeping using the approved system in accordance with Service policies and procedures. 

· Collect and report data to support service performance and evaluation.






Person specification

	Qualifications

	Essential
	Desirable

	Minimum 5 GCSEs or equivalent at Level 2, including English and maths
	Level 3 Information, Advice and Guidance Qualification.

	Experience

	Essential
	Desirable

	At least one year’s experience of:
· Successfully working in a support capacity with individuals with disabilities and/or mental health conditions and people with Autism.
· Establishing and maintaining effective partnerships.
· Providing information and advice to the general public.
	· Experience of job coaching and supporting individuals with disabilities and/or mental health conditions and people with Autism into employment or work-related activities.
· Experience of assessing, planning and facilitating activities that focus on recovery and vocational skills.
· Experience of working within a multi–disciplinary team.


	Skills/knowledge

	Essential
	Desirable

	· Suitable to work with vulnerable adults. Enhanced DBS Check complete. Able to demonstrate knowledge of Safeguarding Policy and Practice.
· Able to demonstrate knowledge and understanding of current approaches to support / return to work planning for individuals with disabilities and / or mental health conditions.
· Effective written and oral communication skills
· Knowledge of employment and disability related benefits
· Ability to assess individual strengths in relation to employment.
· Ability to adapt activities to be appropriate for the needs of an individual.
· Able to demonstrate an understanding of the needs of disabled adults and people with mental health conditions and / or Autism and translate them into appropriate actions.
· Proven ability to contribute to and support colleagues within a team environment
· Excellent interpersonal skills
· Proven ability to plan and organise own caseload
· Takes responsibility for managing own work. 
· Ability to meet agreed/specified service targets.
· Ability to negotiate with employers on behalf of individuals.
	· Able to demonstrate knowledge of Central and Local Government policy and Benefit systems and processes in relation to customers with disabilities.
· Awareness of the Job Centre Plus Employment, Health Condition and Disability guide notes
· Awareness of the needs of people with Mental health conditions, the issues surrounding work and the impact it can have on mental health
· Knowledge of evidence-based interventions to support people with common mental health problems and / or disabilities as well as people with Autism to remain in, return to & gain work
· Coaching skills
· Use of electronic record keeping systems.
· Understanding of the employment needs, barriers and difficulties faced by people with disabilities and mental health conditions.
· Working knowledge of community resources.
· Proven ability and commitment to, and enthusiasm for, working in partnership in a multi-disciplinary approach.
· Knowledge of employment law and the Equality Act 2010





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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