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Employment and Entrepreneurial Skills Advisor 
	Salary:	
	£27,141 per annum (full-time) 
*Please note the 2022/3 salary is subject to annual pay review, applicable from April 2023

	Working hours:
	28 hours per week (Pro rata salary: £21,110.00)

	Location: 
	20 Westfield Avenue, Edinburgh, EH11 2TT
Hybrid Working: Minimum three days from the office and one day from home

	Reporting to: 	
	The Welcoming Director

	Line Management Responsibilities: 
	N/A

	Budget Responsibilities: 
	N/A

	Duration of Project:                            
	April 2023 – 31st May 2024



Purpose of the role
This postholder will work in partnership with Project Scotland to deliver the ‘Inspire’ project from April 2023 to May 2024. The project aims to help Young New Scots (18-35 years old) by providing self-management and social intelligence classes, volunteering opportunities and mentoring. Although the project will work in partnership with Project Scotland, which has a base in Dundee, the post holder will work from The Welcoming’s office on 20/1 Westfield Avenue, Edinburgh, EH11 2TT. 

Responsibilities and duties
· Provide one-to-one support to New Scots service users under 35 years of age with capacity development and employability skills;
· Provide business and social enterprise support through advice surgeries and referrals to local support agencies, such as Business Gateway, Project Scotland and others;
· Build Young New Scots service users’ confidence by developing their self-management skills, social intelligence, innovative abilities, interests and goals; 
· Refer service users who need to develop their English language skills to The Welcoming’s ESOL programme; 
· Explore learning and work/volunteering opportunities to link Young New Scots service users with volunteer opportunities through Volunteering Matters and other voluntary organisations;  
· Support Young New Scots service users to overcome barriers to employment and help them to find suitable employment;
· Support Young New Scots with their teamwork, planning, organisational, problem solving, and communication skills;  
· Build collaborative relationships with local support agencies and service providers; 
· Participate in periodic meetings with Project Scotland’s Inspire project colleagues; 
· Undertake monitoring and evaluation of all activities in the Inspire programme; 
· Prepare quarterly and annual reports to the Director and funders, respectively; 
· Work with The Welcoming’s team to build resources which are relevant to Young New Scots’ educational, social and economic needs; 
· Participate in relevant meetings, conferences and training as part of continuing professional development; 
· Work as part of the staff team, attending team meetings and undertaking supervision; 
· Carry out any other duties or projects appropriate to the nature and grade of this post, as requested by the Welcoming Director. 

Person Specification (A = assessed at application stage. I = assessed at interview stage)

	Essential
	Desirable

	Education and Qualifications

	
· Educated to degree level, preferably in Career Guidance and Development, Psychology, Counselling, Law, Sociology, or Social Policy (A)

	
· Qualification related to working with adolescents, capacity building or social enterprise (A)

	Experience
	

	
Substantial experience of:
· Supporting young people in their personal or professional development (A)
· Successful delivery of projects, including planning, promotion, and implementation (A)
· Facilitating training sessions and workshops (A)
· Managing data collection and carrying out monitoring and evaluation activities (A)

	
· Working with migrant, refugee, minority ethnic and socially disadvantaged communities (A)


	Knowledge, skills and attributes
	

	
· Excellent communication and interpersonal skills, with clear written and spoken English and ability to communicate effectively with those who have English as a second language (A/I)
· Good practical knowledge to help service users navigate application processes for employment and education (I)
· Proactivity and willingness to source information which is relevant to service users’ specific professional background and interests (I)
· Good knowledge of community networks and capacity building support services in Edinburgh (I)
· Ability to work positively with people from a wide range of different backgrounds, religions and cultures in a sensitive and respectful way and to encourage an inclusive approach (I)
· Ability to connect with, inspire and motivate people facing challenges in building new lives in Edinburgh (I)
· Excellent organisational and planning skills (I)
· Excellent and supportive teamwork (I)
· Excellent IT skills, including Microsoft Office and social media (A)
· Willingness to work flexible hours, including some evenings and weekends (I)
· Commitment to the vision and the values of The Welcoming Association (I)
	
· Ability to speak Arabic, Pashtu, Spanish, Russian, Ukrainian, Farsi, Cantonese or Mandarin (A)
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