
JOB DESCRIPTION

TITLE OF JOB:  Employment Specialist –   Bognor, Chichester and Midhurst

SERVICE/PROJECT: Impact Workability 

REFERENCE NO:  WWS/ES/0909    

CLOSING DATE FOR APPLICATIONS: Noon on Monday 18 October 2010

INTERVIEW DATE: Monday 25 October 2010

HOURS PER WEEK:   21 
TEMPORARY/PERMANENT: Permanent.

BAND 3, NJC POINTS  22-27, SALARY £19,623-22,958 (cost of living award pending) per annum paid monthly by Automated Credit Transfer on 25th of each month.

HOLIDAY ENTITLEMENT: 27 days pro rata per annum, plus 3 extra days at Christmas and the usual statutory holidays. 

ACCOUNTABLE TO:   Substance Misuse TEAM LEADER
LINE MANAGED BY:   Substance Misuse TEAM LEADER

JOB SUMMARY: Under the supervision of the Substance Misuse Team Leader the postholder will manage, a caseload of approx. 18 people with substance misuse needs who wish to retain their employment or start work.  Working directly with employers to secure employment opportunities for people who have substance misuse needs whilst providing on-going support for clients who wish to gain/retain employment, training and education.

For an informal chat about the job, please ring Amanda Shepheard on 01903 730044.
This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure.
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Liaising with:
Colleagues within the team, Local employers, Stakeholders involved in the field of substance misuse, Local colleges and educational establishments, Primary Care, Criminal Justice Services, Jobcentre Plus, Housing services, Community Mental Health teams (where appropriate) Voluntary Organisations, and User groups
KEY TASKS:

· To manage a caseload of approx. 18 people who have substance misuse needs who wish to gain/retain employment, training or education.

· To be aligned to Addaction teams as an Employment Specialist working with staff/care co-ordinators responsible for those service users who are wanting to move into employment, education or voluntary work.  Actively contributing at team and steering group meetings.

· Meet regularly with care co-ordinators to co-ordinate and integrate vocational services into substance misuse services.

· To agree with clients their goals for employment/training/education, assessing each person’s individual needs through vocational profiling and goal setting.

· To ensure individualised, on-going support is available to individuals once they have secured employment to assist them in sustaining employment.

· To proactively engage and work with employers to open-up and secure employment opportunities for people who have substance misuse needs, monitoring health and safety and negotiating reasonable adjustments.

· To provide awareness and support to employers, training providers and other stakeholders  as agreed with the individual, which may include negotiating adjustments and on-going contact with the above to ensure vocational sustainability.

· To assess individuals support needs related to work which might typically include help with benefits, travel to work etc.

· To maintain clear boundaries and work within the protocols set for offending behaviour, relapse and interventions.

· To ensure targets and outputs as individually agreed and associated with the service are met as appropriate.

· To prepare letters, reports and other information as appropriate.

· To formally & informally represent the work of Impact Initiatives and Impact Workability.

· To contribute to setting up, monitoring and evaluation of the service.

· Develop good working relationships with other organisations who are better able to help individuals to achieve their employment goals for example, local colleges and training providers.

· To work flexibly as required by the individual and the employer which may require some working out of ‘normal office’ hours.

· Maintain a professional relationship with the clients of the programme and with other staff, with particular attention to confidentiality and the maintenance of boundaries.

· Effectively engage in supervision, training, team meetings and personal development activities consistent with the requirements of the post and individual career goals.

· Support administrative systems, which record the progress of individuals, and keep accurate and complete records of casework with them.

GENERAL:

· This job description will be reviewed regularly in the light of changing service requirements and any such changes will be discussed with the postholder.

· To support and share skills knowledge with colleagues.

· The postholder is expected to comply with all relevant Impact policies, procedures and guidelines, including those relating to Equal Opportunities and Confidentiality of Information.

· The postholder is responsible for ensuring that the work that they undertake is conducted in a manner which is safe to themselves and others, and for adhering to the advice and instructions on Health and Safety matters given by their line manager.  If postholders consider that a hazard to Health and Safety exists, it is their responsibility to report this to their manager(s).

· The postholder is expected to comply with the appropriate Code(s) of Conduct associated with this post.

· To carry out any additional reasonable tasks requested by the line manager.

PERSON SPECIFICATION

Employment Specialist

	
	Essential
	Desirable
	How Tested

	Experience


	Experience of working with people who have substance misuse issues

An understanding of the employment needs and difficulties of people who have substance misuse issues.

Experience of managing a caseload of 10+ people

Experience of working to agreed targets & awareness of importance of achievement of outcomes

Basic knowledge of the criminal justice system
	Understanding of employment related welfare benefits.

Experience of helping people to obtain or keep work.

Experience of service user involvement

Knowledge of HR practices relating to criminal convictions and substance misuse issues 
	Application Form

Interview

References

	Training & Qualifications


	Educated to Degree level or equivalent experience in Industry.
	
	Application Form



	Knowledge & Skills 
	Good self-awareness & strong interpersonal skills.

Ability to organise and prioritise own work

Good marketing & networking skills.

Good negotiation skills and persuasive style.

An ability to initiate and develop relationships with employers whilst being astute to their needs.

Ability to produce high quality concise written reports

An ability to work independently, professionally and consistently.

Ability to contribute effectively to team working


	Word-processing/

computing skills.

Report writing skills.

Motivational Interviewing &/or solution focused therapy skills.

An understanding of vocational assessment and profiling principles/ practices

Experience of lone working

Working knowledge of a broad range of occupations and jobs.


	Application Form 

Interview

References

	Other


	Ability to see solutions rather than problems.

A preparedness to work flexible hours through prior arrangement as the needs of the job dictate, eg. some evenings.


	Empathy or personal experience of substance misuse and the impact it has on lives

A driving license and use of a car.
	Application Form

Interview

References
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