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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

Local Employer Manager 
Shaw Trust Employment 

Main Purpose

The post holder will be responsible for identifying employers with volume recruitment opportunities which match the skills, experience and aspirations of clients on an area basis and meet predetermined service delivery targets.

Position

The post reports to the Regional Employer Manager.
Duties

1. Develop an employer target plan in line with agreed performance measures, the plan will include rational for employer target, medium and long term growth goals.

2. To proactively seek out employers with volume vacancies which match clients’ skills, experience and aspirations.

3. To develop Service Level Agreements with employers and liaise with regional/ area employment teams to ensure vacancy filling timeframes and other requirements are met.

4. To work closely with other members of the regional/ area employment teams to accurately understand the needs of clients in order to be able to identify appropriate employers and vacancies. Attend operational meetings.
5. To work with employers to tailor placement services including client briefing sessions, assessment, training, on boarding and post placement support, and taking the opportunity to deliver innovative solutions.
6. To work with partner organisations to promote these positions to enable larger numbers of suitable eligible clients to be submitted to these positions. 

7. To establish, develop and maintain an in depth knowledge of the local labour market, current benefits systems and entitlements, programme provision of relevant agencies and opportunities relating to employment access.
8. To work with National and Regional Employment Managers to represent national agreements the aim of winning, developing and implementing regional and local level placement services in line with the SLA.
9. To promote the service by representing the Region and the Employer facing part of the business at appropriate events and presenting the service aims and objectives, enabling awareness and engendering support.
10. Work in partnership with Job Match Consultants to ensure sound job brief and essential information is imparted with the aim delivery outstanding job matching services, leading to lasting career outcomes for our clients. 

11. Offer ongoing employer management support in the form of planning for future placement requirements, human resource consultation and referral to specialist service and post placement support. With the view of retaining the employer, maximising a lasting fruitful partnership. 

12. Work closely with Employment Consultants, Employment Advisors and In Work Support to maximise client job placements and retention. 
13. To work within a quality framework ensuring that services delivered meet the standards required of the contract, ISO9002, Investors in People and the ALI Common Inspection Framework

14. To maintain effective and efficient administrative procedures producing appropriate records and reports as required, including the updating of client details on CMS (Client Management System) database. 

15. To participate in training and undertake appropriate learning and development, as identified through regular appraisal and reviews with line manager. 
16. To effectively work within a personal budget.

17. To undertake other duties and responsibilities as required.
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 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

Local Employer Manager    
Shaw Trust Employment

ESSENTIAL CRITERIA

Experience:

· Previous experience in a business to business sales and development environment
· Previous human resource, recruitment or welfare to work placement service experience.  
Skills:

· Ability to plan targeted sales activity. 

· Ability seek out and develop employer placement opportunities.

· Ability to problem solve and apply viable innovative and creative solutions.
· Advanced influencing, negotiation and motivation skills.
· Excellent knowledge of marketing, sales and promotion approaches

· Excellent interpersonal, communication and presentation skills. 

· Ability to work on own initiative and as part of a team.

· Outstanding organisational skills.

· IT knowledge or a willingness and aptitude to learn.
Other Requirements:

· Positive attitude to disability, health problems and employment problems.

· Willingness to travel inside the designated work area and occasionally outside for meetings, training. With possible overnight stays.

DESIRABLE CRITERIA 

· Good understanding of the local and national labour market and employment issues.

· Current knowledge of welfare benefits and issues.

· Experience of working with disabled and disadvantaged groups.

· Previous experience of developing Service Level Agreements in a business to business environment

· Knowledge of local area
Local Employer Manager 
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