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JOB DESCRIPTION

	
JOB TITLE: EMPLOYER ENGAGEMENT OFFICER
	
CONTRACTED UNTIL: 
31st March 2023 
(extension subject to funding)


	
SALARY £24,500 - £27,000 per annum 
                 (depending on experience)  

	




Responsible to:	Employability Co-ordinator 

Base:			The Connie Centre (Provanhall)

Hours:		            35 hours
(Flexible working to be confirmed with Manager)

Job Summary:

Playing a key role in Connect Community Trust’s employability provision and the city-wide GECCO partnership, you’ll be instrumental in the delivery of the organisation’s sector-specific employability programmes and in supporting job-ready clients into appropriate opportunities.  Working closely with employers, you will be tasked with generating vacancies and identifying opportunities wherein the project can offer free and bespoke pre-recruitment and training provision. With the support of the wider GECCO team, you will also engage in job brokering activity on behalf of our clients and be responsible for the aftercare of those you’ve helped create opportunities for. 
Target driven, you will thrive on a challenge and have the enthusiasm and experience to develop and maintain relationships with other businesses, ensuring all opportunities are maximised and that both employer and client are given the best possible level of service.

Although based in Greater Easterhouse, the post holder will be required to work city-wide and be flexible to the changing needs of the service.  This position is a core part of our organisations continued vision to provide quality employability provision and increase opportunities for local people and ultimately, move people into work.

The GECCO (City) partnership team is responsible for delivering on an ESF Employability contract from Glasgow City Council and consists of partners Govanhill CDT, SWAMP, Maryhill Community Central Halls and Connect Community Trust.




1. Key Responsibilities

· Establish and develop new employer relationships to create job opportunities
· Sourcing vacancies for a caseload of job-ready clients through direct employer engagement
· Engage with employers and clients by phone, email, and face to face contact
· Building a pipeline of opportunities across multiple sectors
· Vacancy management
· Job brokering
· Following-up leads
· Recording and reporting on key data for funders 
· Obtaining job outcome paperwork
· Aftercare / in-work support
· Actively contribute to the achievement of the overall team target
· Work co-operatively as part of the employability arm of Connect and the GECCO team
· Attending and contributing during team meetings and development sessions
· Support to line managers to maximise experience and opportunities for clients 
· Ensuring database entries are accurate and kept up to date

       2.   Development 

· Actively engage with local people to ensure services are evolving and new ideas are heard
· Attend /represent the company at external and internal meetings to promote, share information and develop the contracts
· Work in partnership with other local organisations to maximise the opportunities available to local people
· Support the creation and development of employability and training opportunities
· Organise recruitment and/or information events and sessions for promotion of opportunities

3. Administration & Monitoring Duties

· Ensure all necessary paperwork for each client is completed
· Maintain any associated electronic records via database(s)
· To undertake administrative duties including word processing and report writing 

 4.  Other General Duties

· Be an active team member by highlighting any achievements and any areas for improvement 
· Assist colleagues when needed in the implementation of activities and services
· To attend company meetings to report on progress of activities
· To undertake any other reasonable duties as delegated by Connect Community Trust

The successful applicant will be subject to a PVG Check

[image: European Structural and Investment Funds: logos - gov.scot] [image: Glasgow City Council | SDP membership organisations | Supplier Development  Programme]
image3.jpeg
IA'
European Union gov.scot

EUROPE & SCOTLAND
European Social Fund
Investing in a Smart, Sustainable and Inclusive Future.




image4.jpeg
B
Glasgow





image1.png




image2.jpeg
@ CONNECT
COMMUNITY TRUST

Moving forward, together.




