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JOB TITLE:
	
Employability Services Manager

	RESPONSIBLE TO:
	CEO 

	SALARY / GRADE:
	£35,000 pro rata

	HOURS:
	21 hours per week over 3 days until 31st of March 2023 with possibility of an extension (Wednesday to Friday)

	LOCATION:
	Westburn Centre and any Inverclyde location where the Trust runs


Overall purpose of the post
This role of the Employability Services Manager is to manage all aspects of the Employability Services Contract relating to the Training and Employability Services within the organisation. The ESM acts as an ambassador across a wide range of relationships on behalf of the Trust, assisting the CEO in sustaining the organisation and ensuring its long-term viability. Work plans will be agreed in conjunction with the CEO to ensure key activities and targeted outcomes are in line with current contract parameters and regular reviews take place to ensure a proactive approach at all times.
Main duties and responsibilities
1. Operational
Responsible for:
· Directing and contributing to the vision, leadership and strategic direction, collaborating with staff to develop the Trusts existing employability services to meet the demands of existing and future contracts.
· Leading on external funding projects, for example West College Scotland or HSCP in relation to employability and pre-pipeline activity.
· The management of day to day operations to ensure the effective management of the employability and training staff to meet all contract obligations both on site and remotely
· The design and implementation of any change management programmes in line with current contract demands which includes restructuring as and when required, working with HR in the development of job descriptions as appropriate.
· The provision of board reports and management reports as part of the bi-weekly meeting with senior management to ensure that productivity is at the right level and targets are being met, planning resources accordingly to meet that demand
· Ensuring that all systems of record keeping, documentation and reporting are maintained and monitored and comply with all contract and GDPR regulations
· The development of working plans for all roles within the team through a Plan, Do and Review approach, in order that all staff have a clear understanding of their role and expectations of each role, making adjustments as necessary to meet the demands of our clients – this will be initiated in late August/Early September 2022.
· The management of performance within the department through monthly one to ones to support and develop staff to meet all contract obligations and in line with career opportunities
· Planning, organising and running team and individual meetings on a monthly basis to highlight new initiatives, achievements, share learning and progress against goals
· The development of relationships with key stakeholders and partnership agencies to promote and develop communication links and services to others
· Management of budgets in line with the overall budget spend to ensure that we do not over commit or underspend in terms of the contract – reviewing income through P & L accounts across employability, Future Jobs, NOLB cost centres as well as Kickstart.
· Lead on external events and promote employability services
· Provide SQA verification and ensure compliance with all SQA contractual requirements
· Optimising potential income from employability services resources and ensure the timely recharge of labour costs

2. People Management
Responsible for managing the UK, Scottish Government and local government employability programmes relating to the Lot 1 Contract
· Recruitment and training of staff in line with contract services to ensure the best service possible 
· Coaching and mentoring staff to fulfil the needs of their roles through the team leads who assist the overall manager in delivery of the contract
· Encouraging collaborative working across the ESW team, training team and administration team to support the effective transition of caseloads to positive outcomes such as jobs, volunteer opportunities and qualifications.
· Agreeing performance improvement plans as appropriate working in conjunction with team leads to monitor and check progress and staff have the necessary skills to be successful in their jobs.
· Overseeing attendance, annual leave, timesheets, return to work interviews, activity trackers, data management from team leads, collaborating and mentoring team leads on next stages if applicable
· Handling employee related duties as necessary as guided by the Staff Handbook, supported by HR
· Attending or organising attendance at monthly and quarterly stakeholder, partnership working and other networking opportunities to promote and market the services of the Trust
· Liaising and sourcing alternative training provider resources to complement what can be provided within the Trust, for example SIA training, LGV training etc.
· Ensuring effective delivery and cost control of external training providers
· Identification of training resources and possible funding for delivery of CPD for Trust Staff
3. Other Duties
Responsible for:
· Lead in strategic direction of social media and promote the brand for the Trust.
· Ensuring there are a number of different materials to pull from for marketing purposes – e.g. for social media posts, Inverclyde Now, Inverclyde Life, Greenock Telegraph, website etc.
· Manage the production of regular comms that can go out to clients on our caseloads (weekly, /monthly basis – e.g. job search, planned training, information on events etc.)
· Assist the CEO and the Senior Management Team in designing and scripting funding bids
· Requirement to undertake formal handover with job share partner – arrangements to be defined.
· To undertake any other relevant duties within the overall scope of this post as may be required by the line manager
Person specification
	
	Requirements

	Education / Training 
	· Relevant Degree/ HND or 2 years related work experience in a management or supervisory position

	Knowledge / Technical Skills
	· Proven track record of contributing to strategic development and innovation within an organisation
· Proven people management skills with the ability to manage, direct and empower staff – with sound knowledge of management practices through personal knowledge and implementation
· Relevant industry experience such as recruitment, employability, career coaching or outplacement and training experience with the ability to work in a fast-paced environment 
· Proven SQA/Safecert verification skills or willingness to train in this role
· PC, digital tools and systems literacy with excellent knowledge office 365 – comfortable with webinars and conference facilities
· Working knowledge of marketing and proven ability to network and develop relationships both from a social media perspective and face to face
· Able to manage budgets and finances within parameters agreed.
· Able to prepare funding bids and understand contractual obligations

	Experience
	Proven experience of:
In conjunction with the above it would be ideal if the successful candidate had proven experience in
· Service Contract management
· Working in a high volume fast paced environment
· Leading and managing change and implementing new practices
· Training and developing staff to meet the demands of the role
· Coaching and mentoring staff 

	Competencies
	Possesses:
Communication
· Excellent written and oral communication skills, ability to influence and lead others
· Good attention to detail, ability to see errors in material e.g. prior to publication
· Effective interpersonal skills (capable of challenging non-compliant behaviour, persuasive and tactful, whilst maintaining composure) 
· Effectively manage group and individual meetings
· Excellent negotiation skills
Organisational and Planning Skills
· Excellent organisational and planning skills with good attention to detail 
· Ability to plan ahead and see the bigger picture 
· Prioritise activities and work plans to meet the demands of the contract
Personal Aptitude
· Collaborative approach, able to work as part of a team yet lead from the front
· Ability to work to deadlines and encourage others to do so
· Ability to use own initiative and think on your feet
· Strong proven relationship management expertise to develop and solidify relationships both internally and externally
· Recognises the implications of working within a charity and a voluntary organisation
People Management
· Shows vision and inspires others towards objectives
· Leads or participates in meetings professionally and confidently
· Identifies and supports the development of others 
· Takes prompt action with individuals who are under performing

	Behaviours
	Tailors their approach
· Adapts their method of communication and message to suit a specific audience
· Uses their understanding of others to tailor and choose the approach that will have the greatest impact
Supports the team
· Treats members of the team fairly and is open and honest
· Provides team members with the information they need to do their job
· Demonstrates enthusiasm and commitment, taking ownership and involving others in order to contribute to the Trust achieving its purpose
Gathers information
· Demonstrates an ability to gather, analyse and use information effectively by checking what is required to understand the situation and make recommendations for improvement
· Asks relevant questions of the people who are in the position to respond, such as people who are directly involved
Sees multiple connections
· Defines the desired outcome by breaking the situation down into component parts
· Identifies trends and questions inconsistencies in information / data
· Anticipates obstacles, thinks ahead about next steps and contingencies
· Uses a range of methods to identify solutions and make decisions, involving others where appropriate

	Additional requirements
	· Ensure equalities and human rights practice and promote diversity
· May be required to work additional hours, including weekend working during busy periods 
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