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Job Title:

     
Employment Advisor
Responsible to:

Step Up Project Manager
Salary: 


£25,000-£28,000 
Hours:



Full Time or Part Time (depending on availability of candidate) 

We are looking for a dynamic and engaging Employment Advisor to join our team at Volunteer Centre Hackney and help people with mental health issues and other high support needs into paid employment. We provide intensive individualised support to people to enable them to start and continue a successful volunteering placement and ultimately, progress into employment. Through workshops, training and individual support, people are supported to gain confidence, vocational skills and resilience with a reduction in social isolation. 
We are seeking a candidate who has a real understanding of the barriers that people face, who have extensive mental health support needs, and who may have never worked in a paid role, to progress towards life goals; and who is equally happy with both providing group support via workshops, as they are providing individual 1:1 support.
We are flexible about whether the role is part-time or full-time as we are keen to find the right person. This can be discussed at interview. This role will be working in a team of three working closely with the Project Manager and Project Support Worker to support people to realise their goals.

JOB DUTIES
· Manage a case load of candidates (c.15-20 people at any one time), prioritising your own workload.
· Keep accurate, complete and up to date paperwork e.g. enrolment forms, for all candidates.

· Work closely with the team to ensure that there is a natural progression for participants, combining a suitable volunteering placement and/or training on the route towards sustainable employment.
· Work collaboratively with all potential partner organisations including the NHS, local hospitals, Recovery Teams, Psychological Therapies Alliance, Hackney Community College, other health service providers, Hackney Council and Hackney Learning Trust, to help ensure that appropriate support is provided to candidates and to tackle any issues.
· Deliver the service at various sites around the borough e.g. GP surgeries and hospitals. 
· Help each candidate to identify their long term goals, existing skills, experience and capabilities and motivate them towards achieving these goals.

· Provide practical support with barriers to work e.g. childcare, in-work payment calculations, travel expenses, as well as support around writing CVs, job applications, job search, volunteer placement applications and interview skills.
· Build links with employers, job search sites and agencies to source suitable vacancies, and to broker adjustments to vacancies to assist candidates with a sustained return to work (with candidate consent).
· Arrange and ensure appropriate on-going support is given to both the employer and employee as required.
· Deliver or facilitate the delivery of workshops and peer support groups on interview skills, job searching and CV writing.

· Undertaking marketing and promotion on behalf of services delivered, and promoting positive success stories. 
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PERSON SPECIFICATION

The person specification is a picture of skills, knowledge and experience required to carry out the job. It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  
You should demonstrate on the application form, by using examples, how you meet EACH of the following essential criteria.

Skills required
· To have proven track record in securing sustained job outputs for people.
· To have proven track record in providing employability support for people with severe and enduring barriers to employment including – job search skills, identifying suitable vacancies, completing job applications, writing cover letters and CVs, and interview skills.
· Experience of supporting people with high support needs, in whatever capacity.
· Experience of working with employers to understand and meet their needs, and the proven ability to foster and develop such relationships.

· Experience of developing and maintaining professional joint working relationships with external, statutory and voluntary agencies.

· Excellent interpersonal skills and the ability to develop rapport with service users, employers, and partners.
· Ability to deliver presentations or workshops to job-seeking candidates.
· Caseload and time management skills.
· Excellent organisational and administrative skills and the proven ability to meet targets.
Knowledge required
· An understanding of the employment needs and difficulties of people who have multiple barriers to employment, including mental health issues. 
· Knowledge of benefits and tax credits and the ability to calculate “better off” calculations.   
· Understanding of the principles and practice of equality and diversity.
To apply for this role, please send your CV and cover letter, outlining how you meet EACH point of the person specification, and send to lauren@vchackney.org by Monday 13th August at 9am. If you have any questions at all about the role, please call Lauren Tobias, on 020 7241 4443 extension 201. 
