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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

PROGRESS2WORK Link-UP Personal Adviser
Main Purpose

To provide a personalised support service to agreed standards, improve clients’ employability and placing them where possible into suitable sustainable employment, training and work placements. To give clients the motivation and confidence to enter or move towards the labour market and to offer ongoing, individualised support to people who have experienced substance/alcohol misuse, are ex-offenders or who are homeless.
Position
The postholder will work on an outreach basis and will report to the Team Leader.

Duties

1. To undertake initial assessments in order to establish clients eligibility and willingness to participate in the project and to initiate advice and guidance in order to provide effective direction to the client.
2. To manage, develop and support a caseload of clients, providing encouragement and co-ordination of activities that will ensure progression through action plans and reviews.
3. To co-ordinate and refer clients to appropriate training, education, jobs and voluntary/paid work placements, according to individual need.

4. To support individuals as required to ascertain their attendance at work and/or education and to review progression against the original action plan.
5. To pro-actively promote the service and seek potential beneficiaries, providing appropriate advice, guidance and information to enable effective access.
6. To develop and maintain an in-depth knowledge of the local labour market, programme provision of relevant agencies and opportunities relating to access to employment.
7. To market the service to employers.  To negotiate and liaise with local employers for work experience placements and employment opportunities.  To support and monitor the individual while on work experience (with the aid of other appropriate support networks).  To support the employer with advice and guidance.
8. To establish effective working relationships with local, statutory, voluntary and private organisations. 
9. To pro-actively develop, market and provide opportunities for the service to the local, statutory, voluntary and private organisations.  
10. To work within a quality framework ensuring that services delivered meet the standards required of the contract, ISO 9002 and Investors in People.
11.  To maintain effective and efficient administrative procedures, producing appropriate records and as required in compliance with Shaw Trusts guidelines on confidentiality, policies and practices.
12. To participate in training and undertake appropriate learning and development.
13.  To effectively work within a personal budget.
14.  The postholder will be required to attend Area and National meetings and other meetings as and when required.

15. To adhere to Shaw Trust policies, procedures and quality standards.

16. To perform such other duties appropriate to the post as may from time to time be requested and agreed upon.

17. To carry out all duties with full regard to confidentiality.

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 and 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 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

Safeguarding

It is the responsibility of all employees to make the working environment safe and secure for all.  Everyone must adhere to the 5 Rs in relation to possible abuse: Recognition, Response, Reporting, Recording and Referral. The Trust can only ensure its dedication to the protection of vulnerable people with the full cooperation of its employees.

PERSON SPECIFICATION

PROGRESS2WORK Link-UP PERSONAL ADVISER

ESSENTIAL

Experience

· Relevant previous experience in health or social care
Skills

· Ability to recruit potential clients, evaluate and assess individuals, identify work placements & employment opportunities.

· Ability to develop and manage strategies for reducing barriers for disadvantaged people within the workplace.


Ability to negotiate, influence and persuade at all levels.

-
Ability to problem solve and respond appropriately to a variety of situations.

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

· Good interpersonal, communication and presentation skills.

-
Ability to use I.T. or a willingness to undertake training in I.T. in order to carry out administrative task and maintain relevant databases.

· Ability to be a team player.

Motivation

· Self-motivated and good organisational skills.

Other requirements

-
Positive attitude to disability/disadvantage and understanding of related issues.

· Willingness to undertake occasional out of hours evening/weekend work.

· Willingness to undertake frequent travel and stay away from home occasionally.
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