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JOB DESCRIPTION

1. JOB IDENTIFICATION
Post Title:

Youth Employability Officer 
Accountable to:
YoMo Management Committee 
Responsible to:
Project Manager
Salary:

2.
PRINCIPAL JOB PURPOSE
· To support the delivery and assessment of Employability Programs and develop opportunities through partnership engagement with local and national employers.
· To develop placement opportunities for learners aiming to secure sustainable employment and/or apprenticeship opportunities 
3.
MAIN DUTIES & RESPONSIBILITIES

3.1.
Specific Responsibilities
· Deliver training and engagement activities as contractually required, to a range of learners.

· Identify employment, training and support needs for individuals on each programme.

· Maintain all records in line with contractual and YoMo’s reporting systems.

· Support the recruitment, interview, individual training plan and the initial assessment process. 
· Responsible for the tracking, attendance, completion of reviews and monitoring of outputs, outcomes for learners.

· Comply with YoMo assessment and quality procedures.

· To secure employer partnership’s and develop placement activity that meets the needs of local and national employers.
· Secure work placements for learners and support the role of key contact for the employer and the learner.

· Secure vacancies for modern apprenticeship opportunities and liaise with Vocational Programs Providers during the recruitment of candidates for employers.  

· Support program administration.
· Responsible for all qualitative requirements of placements.
·  Develop, expand and monitor quality work experience materials.
· Carry out Health and Safety checks.
· Attend meetings and liaise with agencies contributing to the successful delivery and development of Employability/Community /Vocational and Programs 
· To support the delivery and assessment of Employability/Community Programs
· Review candidate progress as directed by line management

· Carry out other duties as may reasonably be expected by line management.
3.2
Partnerships & External Liaison

· Support potential relationships with appropriate stakeholders, to increase opportunities for joint growth of development activities, other projects and partnership working.

· Support links with appropriate sector and industry groups identifying further opportunities for partnership working.

· Support Local and Scottish Government policy drivers and relevant agencies to track changes and developments in relation to employability/community funding streams and policies.

· Support local authorities and external agencies where appropriate.

· Network at corporate and other business functions to increase contact base.
3.2
Course Administration

· Support and administer eligibility confirmations with third party or referral organisations to ensure eligibility of learner

· Support the learner to maintain their attendance

· Accurately record results for YoMo registration and resulting systems

The above list is not exhaustive and is only indicative of the duties and responsibilities of the postholder.  Job descriptions may be reviewed and amended in order to meet changing organisational needs and objectives.

4.0     WORKING ENVIRONMENT

Physical

· The post is part office and part field based and may require travel between offices and attendance at external meetings.

· The post may involve periods of evening and weekend working.

· Keyboard skills required for production of paperwork, reports and e-communication.

Mental

· Frequent interruptions to work, which require work priorities to be reviewed. 

· Dealing with range of unrelated issues simultaneously.

· Identifying opportunities with net positive income streams.

Emotional

· Dealing with periods of high workload.

· Maintaining a measured and professional attitude and approach at all times.

Health and Safety Statement

As a member of staff of YoMo, you will fulfil the health and safety responsibilities specific to your role as set out in the Health and Safety Policy to support YoMo’s vision and aims.  You will assist in the achievement of compliance with statutory provisions and Health and Safety Policy objectives.  You are required to take all reasonable care for yourself and others, undertake any training relevant to your position, participate in Health and Safety initiatives and make full and proper use of any control measures provided to reduce or eliminate risks to Health and Safety.

PERSONAL SPECIFICATION
Youth Employability Officer
Education and Training

· Educated to SCQF Level 7 or with the relevant industrial experience (Desirable)

· Evidence of Continuous Professional Development

Knowledge

Candidates will demonstrate knowledge in the following areas:
· Youthwork Practice 

· National Training Programmes 

· Local Demography

· Health and Safety Processes

· Employability 

· YoMo Assessment and Verification Processes

· 16+ Learning Choices - Opportunities For All

· Service Level Agreements

Experience

Candidates will be able to demonstrate experience of:

· Supporting Learner engagement

· Completing compliance paperwork

· Delivery of Employability programmes

· Development of Employability programme materials

· Assessing employability delivery and work experience
· Conducting health and safety employer visits

· Partnerships with external agencies

Skills

· Cultural awareness and the ability to address particular sensitivities and cultural issues

· Ability to meet deadlines and prioritise own workload and that of others effectively

· Effective motivating, influencing, selling and negotiating skills
· Excellent interpersonal skills

· Good communication skills – written and oral

· Ability to resolve conflict and progress solutions

Relationships

· The Youth Employability Officer will report to the Project Manager and work collaboratively with other members of YoMo’s Team.

· The Youth Employability Officer will work with a high degree of autonomy and have the professional discretion to prioritise and determine workload.

· The Youth Employability Officer will work with YoMo’s partners and clients in both the local community and nationally in both the public and private sectors.
· The Youth Employability Officer will work closely with Employers to support their needs and disseminate the opportunities that YoMo can offer employers.

