
	Post Title:
	WorkWell Employment Advisor

	Directorate:
	Communications and Regeneration

	Division:
	Economic Development

	Section:
	Positive Steps into Work

	Reports To:
	 WorkWell Project Manager

	Location:
	 The Place and outreach locations

	DBS Status:
	Basic check

	Grade:
	Grade F



	Role Purpose

	The WorkWell Employment Advisor will support customers to achieve their work goals and move into sustainable employment through the delivery of information, advice and guidance and brokering and negotiating onward or complimentary referral into a range of appropriate training and/or health support services.

They will generate their own referrals from a range of partner agencies, including health services, and work with local employers to find suitable employment opportunities for their customers to ensure that access and job start targets are achieved.

They will coach and support customers to move into sustained employment.



	
Main Duties and Responsibilities

	· Managing the customer’s journey back to work including conducting an initial assessment and developing an individual work-related action plan.
· Planning a programme of flexible and tailored support for customers based on their individual needs.  Guiding and advising customers through their personal journey to sustainable employment.
· Regularly reviewing and updating the customer’s individual action plan to ensure continuous progress for the customer.
· Working with health professionals who may be supporting customers and making referrals into health services where necessary to help customers return to the workplace.
· Supporting customers with job search and job matching, marketing customers to employers and/or work trials that will lead to sustained employment.
· Making targeted sales calls on behalf of their customers to support them into work.
· Accountable for moving customers into paid employment, supporting customers in making the transition from benefits into work and fading out support once in employment.
· Maintain customer information (both electronic and paper based) records to ensure they comply with the requirements of external contracts and funding bodies and ensure that the quality levels of all documentation meets audit requirements.



	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· Level 2 (GCSE Grade A-C or Grade 4-9) or equivalent qualification to include English and Maths
· NVQ Level 3 in Advice and Guidance or other equivalent relevant qualification
· Full driving licence
	E
E
D



	Additional Information
	

	The service operates across the Blackpool area and the post holder will be required to work in other locations and must therefore be able to make arrangements to travel where necessary.




	Knowledge, Skills and Experience 

Required
	Please mark which are Essential or Desirable 
	E/D

	Knowledge
· Considerable knowledge of the needs of unemployed people and appropriate strategies to reduce barriers to employment and support them into work.
· Considerable knowledge and understanding of the range of organisations and services that are available to assist customers, including health support, to find and sustain paid employment.
· Considerable knowledge and understanding of the welfare benefits system.
· Considerable knowledge of local employment opportunities and the local labour market.
· Understanding the importance of confidentiality and data protection legislation.

Skills
· Able to demonstrate the drive and tenacity to succeed and the ability to achieve and exceed targets.
· Able to demonstrate excellent interpersonal skills including rapport building and communication skills with the ability to adapt own approach to suit a diverse range of people.
· Ability and willingness to work flexibly to find solutions tailored to individual needs
· Ability to promote the benefits of work and overcome barriers to employment with both customers and employers.
· Proven ability to identify, engage and assess the needs of customers and to develop trusting relationships through dependability and honesty.
· An extremely conscientious and well organised approach to workload and proven ability to effectively manage a caseload of customers to meet all contractual requirements and targets.
· Proven ability to source suitable job opportunities through employer engagement activity.
· Confident in all areas of numeracy, literacy and IT skills as required for the role.

Experience
· Considerable experience of dealing with a diverse range of people.
· Considerable experience of influencing others effectively and the ability to overcome objections positively, whilst remaining engaging and approachable.
· Experience gained from a sales, business development or recruitment background or practical delivery experience of supporting customers into employment, training or other specialist support service.
· Considerable experience of working under own initiative and the ability to plan effectively in order to pre-empt potential issues and counteract them effectively.
· Considerable experience of successfully managing a fluid customer caseload and ongoing employer relationships in order to achieve targets.
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	Vision and Values

	Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities
We have two priorities:
· Priority one - The economy: Maximising growth and opportunity across Blackpool
· Priority two - Communities: Creating stronger communities and increasing resilience
Our Values
We aim to:
· Deliver quality 
· Be fair 
· Be accountable 
· Be compassionate 
· Be trustworthy 



	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.
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