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   JOB DESCRIPTION

EMPLOYABILITY DEVELOPMENT OFFICER

OPERATIONAL OBJECTIVES

All staff at Right Track, irrespective of job title; location; permanency or experience, must ensure all endeavours are geared towards achieving our objectives, which are:-

1. To combat social exclusion.

2. To address the very low levels of core skills displayed by our client group.

3. To address personal development issues including low self-esteem, lack of hope for the future, and lack of aspiration and motivation.

4. To give empowerment to the young people we work with to help them realise their potential and offer the opportunity to benefit from the world of work, training and education.

KEY TASKS TO SUPPORT THE ABOVE OBJECTIVES

1. To effectively deliver all ESF/EF Right Track Programmes to the required standards.

2. To effectively adhere to both internal and external compliance requirements for all ESF/EF delivery.
3. To be aware at all times of the social, emotional and educational barriers experienced by the young people supported by Right Track for our ESF/EF programmes.

4. To ensure all provision is tailored where possible to meet individual needs for all ESF/EF participants.

5. To provide motivational support at all times to facilitate progression for all ESF/EF participants.

6. To effectively maximise opportunities for Qualification achievement within target client groups for all ESF/EF participants.

7. To identify, support and prepare young people for work experience for all ESF/EF participants where required.

8. To ensure Employer premises meet compliance requirements in relation to insurance, health and safety and supervision for all ESF/EF provision.

9. To identify appropriate positive outcome opportunities for young people in relation to ESF/EF delivery.

10. To provide individual packages of transitional support, in-work support and aftercare in relation to ESF/EF delivery.

11. To effectively deliver jobsearch support to young people who can be contacted having dropped out or become negative outcome leavers for ESF/EF participants where required..

12. To work towards the achievement of set organisational targets and actively contribute to the development of Right Track and its principals in relation to ESF/EF delivery.

OTHER DUTIES

Action all reasonable organisational requests made by the Project Co-ordinator in support of Mission Statement.

ADMINISTRATION

To ensure all administration is effective, accurate, of high quality and produced on time.

RESULTS

Achieve all targets and objectives as agreed with the Project Co-ordinator.

POLICY STATEMENTS

To comply with all Right Track policies.

FLEXIBILITY

By nature a job description is only a summary of an individual’s role and responsibilities.  You will be required to demonstrate a proactive and positive attitude towards managing change in the workplace, which will require you to adopt a flexible and willing approach in an ever-changing environment.

HEALTH & SAFETY 

As an employee you have legal duties relating to Health & Safety.  They include:

· Take reasonable care for your own health and safety and that of others who may be affected by what you do or do not do

· Co-operate with Right Track on health and safety

· Correctly use work items provided by Right Track, including personal protective equipment, in accordance with training or instructions

· Do not interfere with or misuse anything provided for your health, safety or welfare.

REPORTING RELATIONSHIPS

To report directly to the Project Co-ordinator.

