
JOB DESCRIPTION

TITLE OF JOB:  Vocational Worker (Maternity Cover)
SERVICE/PROJECT: Workability West Sussex

REFERENCE NO:  WWS/MH    

CLOSING DATE FOR APPLICATIONS: Wednesday, 21 March 2007

INTERVIEW DATE: Tuesday, 28 March 2007

HOURS PER WEEK:   22.5   
TEMPORARY/PERMANENT: Temporary – maternity cover (16 April 07 – 21 December 07)

BAND 3, NJC POINTS 22-27, SALARY £18,452 - £21,588 (pay review pending) per annum pro rata, 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:  Team Leader
LINE MANAGED BY:  Team Leader
RESPONSIBLE FOR: The continued development and delivery of our mental health services in Littlehampton

For an informal chat about the job, please ring Isolda Davison 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.

Charity Registration No. 276669     Company Registered in England No. 1402692
[image: image1.png]



BACKGROUND & AIMS OF PROJECT

The Impact Workability West Sussex service was established in 1994 and has its administrative base in Littlehampton.  The project comprises of a Service Manager & Team Leader based in Littlehampton, 8 (Full-time Equivalent) Outreach Vocational/Development Workers, 2 Employment Development Workers and an Administration Co-Ordinator.  

Impact Workability provides services for people with physical and sensory disabilities and acquired brain injuries throughout West Sussex and also for people with mental health needs in Littlehampton, Bognor Regis, Chichester, Midhurst, Horsham, Crawley, East Grinstead, Haywards Heath and Burgess Hill and aims to create equal access to employment, training and education opportunities.

Impact Workability is funded mainly through West Sussex County Council - Social and Caring Services, Mental Health Grant and Jobcentre Plus (co-financiers of European Social Funding), through the Pathways to Work project. This is a partnership piece of work that aims to provide comprehensive countywide services.
MAIN TASKS 

1.
Network with relevant agencies, organisations and individuals to promote the service, and maximise referrals as well as education, training and work opportunities for clients.

2.
Maintain and further establish referral mechanisms.

3. 
To manage a caseload of between 16 – 18 clients

4.
Conduct interviews and make initial assessments of a candidate's suitability for Workability.

5.
Research, develop and conduct in-depth vocational assessments and agree action plans with clients.

6.
Facilitate group training in partnership with other organisations, e.g. Sussex Careers.

7.
Set up, monitor and review work placements.  As appropriate, negotiate for paid work and utilise Employment Service grants.

8.
Assist clients in accessing appropriate training and educational opportunities.

9.   Ensure targets and outputs individually agreed and associated with the service are met as

      appropriate.

10.  Liaise regularly with other team members to further client opportunities.

11.  Signpost relevant agencies and employers to appropriate training sessions in, for 

      example, disability awareness, welfare benefits.

12.
 Establish and maintain forums for sharing information between service providers and service users.

13.
 Liaise with Sussex Partnership Trust Vocational Champion and Community Mental Health Team representatives to share information regarding progress, caseloads, developments and issues.

14. Maintain appropriate administrative and recording systems in line with contractual requirements and in conjunction with the Administration Worker.

15.
 Attend Workability Team meetings (Littlehampton & Brighton) and training events, and represent Workability, the Workability Team and Impact as appropriate.

16. Carry out any additional reasonable tasks requested by the Team Leader.

To comply with and implement the Impact Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities.

To comply with and implement the Impact Health and Safety Policy and any specific policies and procedures relating to the specific activities on which you are employed.  Generally to take reasonable care for the health and safety of all those affected by this work.

To attend regular supervision sessions and meetings as required by your Manager.

To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.
PERSON SPECIFICATION

Essential Skills & Abilities

1. Experience of managing a client caseload

2. Evidence of ability to work alone and as part of a team

3. Ability to communicate effectively at all levels

4. Awareness and knowledge of assessment, training and employment issues for people with disabilities and/or mental health needs

5. Experience of working with people with disabilities

6. Negotiation skills

7. Ability to work positively with employers, other agencies and service users to ensure their involvement in the project

8. Evidence of commitment to equal opportunities

9. Ability to learn quickly

10. Ability to set up or/and adapt services

Desirable Skills & Experience

1. Knowledge of welfare rights and grants as they affect people with disabilities

2. Computer and administrative skills

3. Knowledge of relevant agencies and their workings

4. Knowledge of relevant local organisations

5. Knowledge of Health and Safety at work

6    Presentation skills

