Birmingham
" ‘ City Cc:-guncil

J OB DESCRIPTION

J OB TITLE: Employability and Work Placement Officer

GRADE: = DIVISION: £ ducation and S kills

SECTION: Birmingham Adult Education Service
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| OB PURPOSE

Tao develop and coordinate new relatons with employers that lead to cross-

curnculum pre-employment, SWAP an in-employment courses in any sector as
required by emplayers.

To co-ordinate bespoke pre-employment raining programmes, and Sector Based
Work Academies, for unemployed ciizens of Birmingham; linking where
appropriate with Birmingham based employers.

To co-ordinate the recruitment of leamers by working with | ob Centre Plus,
curnculum and other parmers.

To find, place, visitand monitor work placements for BAES learners where
requested.

To supportemployability leamers o find employment on completion of the
programme.

To support leamers t© stay on programme throughout the leamer jourmey.

2.0 DUTIES AND RESPONSIBILITIES

2.1

2.2

2.3

To establish a network of contacts to maximise funding utilisation in prionty areas
In line with the Curnculum strategy.

To support the development of new provision for employers and | CP pariners as
required.

To collaborate and haise with the marketing team on the promotion of employment
related provision, including social media, pnnted marketing matenal.

To represent the service at appropnate events in order t© promote the service.
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25 Follow the agreed project delivery plans for each pre-employment programme
camying out relevant tasks within the timescales detailed.

26 Lialse with cumculum staff to enable them to design, sequence, develop and
Implementan appropriate cumculum to support employability project objectives
and to meet the learning needs of learners.

2.7 Liaise with leamerservices and curnculum staff o co-ordinate inital assessment
and Information, Advice and Guidance (IAG) services as appropnate.

28 Supportand maintain positive, productve relationships with key Birmingham City
Council (BCC) colleagues, stakeholders including | ob Centre Plus (] CP),
Voluntary and Community Sector (VCS ) and the National Careers Service (NCS).

29  Liaise within BAES and extemal partners to help recruit eligible leamers.

210 Completing all administration for the programme: booking learners in for
assessments, room bookings for assessments/ courses, sending out letters for
proof for (] CP ) and liaising with (] CP) regarding who will be attending the
programme to ensure they are directed to appropnate provision, taking ongoing
calls for referrals and also waiting lists.

211 Monitor the progress of projects and produce reports as appropriate for intemal
and external stakeholders.

212 To monitor the performance of employability related provision against and ensure
delivery of Key Performance Indicators as assigned by Line Manager.

213 (o-ordination of work placements for all BAES curnculum areas, providing
supervision of Its guality across the Service and reporing back to Heads of Faculty
as appropriate.

2.14 Toundertake Health and Safety Welfare assessments prnorto work placements
being agreed.

215 Visiing and monitoring of leamers on work placements.

2.16 |dentify and promote job opportunities o BAES leamers,

217 Atiend relevant meetings, wte and present reports as required by BAES and other
stakeholders.

218 Understand Government and BCC policies and strategies with regard to the
employability agenda.

2.19 Understand govemment funding rules and eligibility criteria in relation to the
employability agenda and adult skills more generally
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2.20 Towork effectvely with colleagues, key partners and learmers to support BAES's
whole cumculum approach to safeguarding including Prevent, e-Safety and the
whole organisation'sapproach t Equality, Diversity and Inclusion.

221 Undertake such associated duties in line with grading of the post as may from time
o ime anse, develop or be assigned.

2.22 Ensure compliance with health and safety, equality and diversity and safeguarding
requirenents

2.23 Supportand ensure compliance with Birmingham City Council's policies and
procedures on equal opportunities in all aspects of planning and delivery

SUPERVISION RECEIVED
SUPERVISING OFFICER'S) OB TITLE:

Head of Faculty: Vocatonal Skills, Digital Inclusion & Employability

LEVEL OF SUPERVISION:
Plan own work to ensure meeting of defined requirements

SUPERVISION GIVEN

NONE

2PECIAL CONDITIONS

May be required to work cutside standard office hours which will include some evening
and weekend work.

May be required to work from different sites or move between sites for which a casual
caruser'sallowance is payable.

"Right to work in the UK documentation will be fully checked for all applicants. All non Uk and
EU applicants are required to apply for a certificate of sponsorship from Birmingham City
Council and must be approved by the UKBA before any employment offer can be confirmed.”

Observance of the City Council’s Equal Opportunities Policy will be required.



Birmingham
v | City Council

Post: £ mployability and Work Placement Officer Grade: -

Division: Educaton & Skills Section: Birmingham Adult Educabon Service

Method of Assessment (M.O.A.) A.F. =Application Form; | = Interview; T. - Test or Exercise
P. - Presentation.

CRITERIA ESSENTIAL M.O.A.
Experience e Have a sound understanding of Government
(Relevant work and other and BCC priorities in relation to the AF/|
experience) employability agenda

e Have a sound understanding of Government | AF/I
funding rules and eligibility critena with
regard o adult skills

¢ Have a good understanding of and AF/l
expenence in pre-employment training and
delivery

e Have a good understanding of the AF/l

cumculum offer

e Have experience of liaising and negotiating | AF/!
with key stakeholders

e Demonstrate successful expenence of

dewvising and implementing plans to achieve AR/
project objectves and targets
e Have successful expenence of inter-agency AF/)
and parmership working in an adult learning
context
. . o AF/
e Have extensive expenence of working with
diverse communities
. L AF
e Have expenence of wnting reports and
presenting information o a range of
audiences, using a range of formats
AR/

e Have expenence of implementing systems

A




for monitoring and evaluaton purposes.

Skills & Ability

e.g. wnten
communication skills,
dealing with the public
elc.

e Excellent oral and written communication

skills.

e Excellentinterpersonal, listening and
negobatng skills.

e Ability to interpret and use data effectively.

e Beable to show initiative and be self
directed In managing own work.

e Beable o think creatively and have good
problem-solving skills.

o Have good|T skills and be able to use a
full mnge of IT applications in support of
all aspects of the delivery of the project
and associated administration.

e Have excellent planning and
organisatonal skills to meet project
objectives and deadlines.

e Beable o work flexibly to service the
needs of learners and project parners.

o Have effective communicaton skills and
be able to establish and sustain positive
relatonships internally and extemally

e Have good numencal skills and the ability
o apply these to manage and repart on
quanttative elements of projects

AF/I

AR/

AF

AF

AF

AR/

AF

Training

e [Demonstrate a commitment o your own
and others personal professional
development.

AF

Education/Qualifications
NEB: Full regard must be
paid to overseas
qgualifications

Hold GCSE grade 5 or level 2 in English and
Maths.

Hald or be willing to work towards level 2 in
Customer Service,

Hald or be willing to work towards level 2 In
Informmation, Advice or Guidance.

AF

AF
AF

L




All staff are expected o understand and be committed o £ qual Opporiunites in employment and
service delivery.



