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Job Description




Post: Employability Project Coordinator – Springboard (This post has been funded till 31st March  2024)

Accountable to: Learning and Development Manager

Location:454 Gorgie Road, Edinburgh, with travel around the city 

Salary:	£30 100 per annum

About the Organisation:
Four Square Scotland is an Edinburgh charity working for more than 40 years to prevent 
homelessness and promote inclusion. We provide services directly to people who are 
homeless or who are at risk of homelessness to overcome any barriers they may face in
creating a stable life for themselves in their community. At the core of Four Square are the 
values upon which the organisation is based. These are equally applied to the people we 
support, our colleagues and our partners and are Integrity; Excellence; Dignity; Support. 
Alongside our support services, we have social enterprises, which provide independent 
income for our charity as well as volunteering and training opportunities for those who use 
our services. 
We are driven by our mission to ensure everyone has the opportunity to have a home and a 
place in their community. 


The Role:
The Coordinator will be responsible for the operational management and coordination of our Springboard project, ensuring the effective delivery of the project and the efficient administration of recording, monitoring and reporting.  
The Coordinator will also be responsible for recruiting and onboarding volunteers to support Four Squares social care and social enterprise services. 
The Project: 
The Springboard Project is a 7-week programme of activities, including development sessions, group and individual projects, vocational qualifications and workplace experience, culminating in a 3-day residential in Scotland. The programme will support young people aged 16 to 25, primarily from our supported accommodation and community-based services, to use their learning on the course to develop the skills and confidence to move on to employment, training or education. 
The programme is supported by social work students whose role is to provide bespoke support to the young people to successfully complete the programme. The Coordinator will act as the link worker for the students throughout their placement, identifying learning opportunities and offering reflective and developmental supervision.
 
Summary of Duties
This is not an exhaustive list, and the duties may very 
· Plan, organise, coordinate and deliver the Springboard Project
· Recruit volunteers for specific roles across Four Square, onboarding them by offering an induction and orientation day and periodic volunteer forums
· Recruit young people and carry out 1-1 confidential meetings to assess training and personal development needs 
· Deliver the programme of activities, ensuring everyone is supported to participate and achieve their goals
· Undertake regular structured progress review meetings with people and resolve any issues arising during placement
· Ensure the effective administration of all project data recording, monitoring,
· evaluation and reporting systems by self and students
· Provide day-to-day support to social work students, fortnightly progress meetings and attend placement meetings
· Ensure effective monitoring and evaluation systems are in place
· Work jointly with relevant partner agency staff to organise, deliver and review partnership arrangements
· Provide ongoing project updates and monitoring reports to the funders 
· Promote the project and carry out presentations to agencies
· Represent the project to relevant forums, committees and planning groups
· Establish and maintain effective communications and links with partner agencies, front-line agencies, community learning providers, colleges and employment intermediaries
· Attend overnight residentials as part of the Springboard course programme.
· Deliver and assess SQA if qualified to do so

     



To be an Employability Project Coordinator within Four Square, you will need:


· Educated to SCQF 7 or above in a relevant discipline or equivalent training and experience
· Experience of supervising 
· Excellent oral and written communication skills
· Positive outlook and non-judgemental, ‘can do’ attitude
· Experience of working with vulnerable young people, including providing individual guidance, assistance and support
· Knowledge of the issues associated with youth homelessness and the personal and structural barriers to accessing education and employment opportunities
· Experience in delivering/facilitating educational group work programmes to disadvantaged people who may have additional support needs
· Experience in contributing to service development
· Knowledge and understanding of community development and service-user involvement principles
· Experience in inter-agency liaison and partnership working
· Ability to assess the learning and other support needs of vulnerable individuals
· Ability to work as part of a team and on own initiative, demonstrating effective time management and self-organisation skills
· Ability to utilise line management professional support and supervision effectively 
· Sound IT skills and the ability to maintain case records, monitoring data and administrative systems
· Willingness to undertake general and specialist training appropriate to the post
· Willingness to adhere to the principles of an Equal Opportunities Policy
· Qualified to teach and assess SQA modules (preferable) 
· Knowledge and experience of work within the employability field(preferable)




The Organisation’s Offer to the Employability Project Coordinator:
· [bookmark: _Hlk106957893]Competitive salary
· Supportive work environment
· Learning and development opportunities
[bookmark: _GoBack]
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