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Shaw Trust is a national organisation whose aim is to enable disabled and disadvantaged people to achieve their potential in work opportunities.

JOB DESCRIPTION
TRAINING & PLACEMENT OFFICER (V894 V897)
Main Purpose

To secure and monitor work placements, deliver training and support clients in the workplace and training centre.

Position

The Officer is responsible to the Project Manager.

Duties

1. To promote and market the Trust as directed.

2. To recruit host companies in order to identify and secure work and training placements.

3. To provide a quality service to clients by conducting regular visits, effective monitoring, evaluation, support and guidance to clients and employers.

4. Design, deliver and support training sessions as required.

5. To liaise effectively within the Trust and with all appropriate partners.

6. To carry out effective and efficient procedures, producing appropriate records/reports as required.

7. To maintain awareness of employment and disability issues.

8. To attend Area, Regional and National meetings as required. 

9. To undertake appropriate learning and development, as identified through regular appraisal and reviews.

10. To adhere to the Trust’s policies and procedures.

11. To promote the Trust’s aims and objectives.

12. To carry out other appropriate duties as may be necessary.

Confidentiality 

The post holder must maintain the confidentiality of information about clients, staff and other Trust business.  The work is of a confidential nature and information gained must not be communicated to other persons except in the recognised course of duty.  The post holder must meet the requirements of the Data Protection Act at all times.

Health and Safety 

Employees must comply with the provisions of ‘The Health and Safety at Work Act 1974’ and must take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions whilst at work.  Employees are also required to co-operate with their employer to enable them to perform or comply with any statutory provisions.  The Trust’s efforts to promote a safe and healthy working environment can only succeed with the full co-operation of its employees.

Equality & Diversity

The Trust has an Equality and Diversity Policy and it is the responsibility of all staff to comply with this.  The key responsibilities for staff under this Policy are set out in the Trust’s Code of Conduct. 

Flexibility

This job description is intended to provide a broad outline of the main duties and responsibilities only.  The post holder will need to be flexible in developing the role in conjunction with the line manager.  The post holder may be asked to carry out any other delegated duty or task that is in line with their post. 

PERSON SPECIFICATION

PLACEMENT & TRAINING OFFICER

Essential

Experience

· Previous relevant experience.
· Commitment to providing a quality service to clients and colleagues.
Skills

· Ability to co-ordinate, evaluate and support work placements.

· Ability to negotiate and liaise at all levels.

· Ability to secure appropriate placements and jobs.

· Ability to problem solve and respond appropriately to a wide range of situations.

· A flexible approach and ability to cope with the varying demands of the role.

· Good interpersonal, communication and presentation skills.

· Self-motivated.
· Good organisational skills.
· Ability to work as part of a team and on own initiative.
· Positive attitude to disability.

Other

· A willingness to undertake frequent travel as required.

Desirable 
· An understanding of disability issues.

· Knowledge of training.

· Training qualification.

· Health and safety qualification.
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