PERSON SPECIFICATIONS

	
Requirements
	
	

	
1. Qualifications & Knowledge
	
Essential
	
Desirable

	Educated to degree/postgraduate in a relevant discipline such as career counselling, social work, or a relevant technical discipline
	x
	

	Proficiency in digital tools and platforms related to job searching, online applications, and digital job marketplaces
	x
	

	
In-depth knowledge of the current job market, industry trends, and emerging employment opportunities
	x
	

	
Familiarity with local job resources, government employment programs, and social services
	x
	

	  
Understanding of UK labour laws, employment regulations, and industry-specific requirements.
	
	
       
           x

	2. Experience
	    Essential
	Desirable

	
A minimum of 2-3 years of experience in employment services, job placement, or career counselling with a proven track record of successfully guiding individuals in finding employment
	
x
	

	
Proficiency in resume building, interview coaching, and job search strategies
	
x
	

	
Strong understanding of the employment needs of newcomers and Black Talent job seekers. Previous experience in employment support for newcomers and marginalised communities is essential.
	
x
	

	
Knowledge of referral networks and community resources for job seekers.
	
	        
        x
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	3. Skills and Abilities
	Essential
	Desirable

	
Proficient in conducting one-on-one or group workshops to develop job search skills and employment strategies.
	

x
	

	
Strong digital literacy, with the ability to navigate and guide job seekers through online job search platforms, resume builders, and virtual interviews
	    
           x
	

	
Ability to assess skills, interests, and strengths to match job seekers with suitable job opportunities
	x
	

	Good interpersonal and team working skills with the ability to demonstrate unwavering professionalism and consistently uphold the strictest standards of confidentiality.
	x
	

	
Ability to prioritise and complete tasks in a timely manner.  A great degree of flexibility and an ability to produce work at short notice is essential for this role.
	
x
	

	Ability to take initiative with minimal supervision and make decisions on routine matters
	
x
	

	4. Personal Qualities
	Essential
	Desirable

	
Empathetic and compassionate, with a genuine desire to support and empower job seekers
	x
	

	Respectful of diverse backgrounds, cultures, and job seekers' unique circumstances.
	x
	

	Highly motivated and self-driven to achieve positive outcomes for black talent
	x
	

	
Open-minded and receptive to feedback and continuous learning, staying up to date with evolving digital tools and job market trends
	x
	

	
Patient and adaptable, with the ability to handle diverse needs and challenges in job placement.
	x
	

	
Right to work in the United Kingdom
	
x
	

	PVG Membership
	    
           x
	

	Resident in Edinburgh and its environs
	           x
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