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JOB DESCRIPTION

	Post Title:
	Employability Coordinator

	Hours:
	32

	Salary:
	Point 34 - £32,737 

	Term:
	Fixed term until end October 2026. Can be extended subject to funding

	Responsible to:
	Head of Workforce Development

	Location:
	GCVS Offices / Home Working



Main purpose of this post
The postholder will coordinate and deliver GCVS’ programmes around employability, primarily projects focused on creating paid and unpaid opportunities within the third sector for people to develop their employability skills. They also form part of the wider Workforce Development team and will be required to support other work within the team. 
Key Duties
The postholder’s key objective is to deliver on GCVS projects that create opportunities for local people within the third sector. Key duties will include:
· Designing, developing and delivering employability projects that create placements within the third sector or otherwise use the strengths of the sector to develop skills.  
· Ensuring that placements run smoothly – including identifying suitable placements, ensuring compliance with relevant rules, and ensuring payments are made appropriately.
· Supporting the identification of further opportunities and gaps that could be addressed in the city.  
· Coordinate the day-to-day delivery of the programme across key delivery partners. 
· Engage with stakeholders in the programme to carry out evaluation of processes and programme to deliver feedback and reports to line manager.
· Support working towards achieving the Glasgow Futures Quality Standard. 


Specific Duties are likely to include:
· Administration and finance relating to employability programmes, including providing clear guidance to finance colleagues regarding invoicing and making of payments.
· Design of processes to manage employability programmes – including to cover compliance, opportunity identification, payments and evaluation.
· Promotion of opportunities for third sector organisations to be involved, and assessment of applications to ensure that resources are targeted towards the most impactful projects.
· Providing support and guidance to organisations to enable their involvement and participation in programmes.
· Monitor activities in order to be able to identify improvement and report on outcomes.
· Maintaining good working relationships with other departments within GCVS
· Building connections and maintaining relationships with appropriate external stakeholders.
· Arrange and attend employability events to promote the programme.
· Carry out evaluation sessions with stakeholders.

Additional Information:
· It is the nature of work at GCVS that task and responsibilities in many circumstances are unpredictable and varied.
· All employees are therefore expected to work in a flexible way when the occasion arises so those tasks, which are not specifically covered in their job description, are undertaken. 
· These additional duties will normally be compatible with the regular type of work required by the post. 
· If the additional responsibility or tasks become a regular or frequent part of the employee’s job, it will be included in the job description in consultation with the employee.  
· All GCVS employees are expected to practice and promote equitable, accessible and non-discriminatory approach to work at all times.  

Health and Safety
Everyone in this organisation has a responsibility to ensure his or her own safety and that of others. Employees must report immediately to their Line Manager any breaches of Health & Safety procedures, any accidents or safety related incidents and any unsafe acts.
Person Specification:
Employability Coordinator

Essential skills for this post
· Demonstrated experience in coordinating and delivering employability projects, ideally within the third sector.
· Experience of partnership working and engaging multiple stakeholders.
· Experience in project management, including administration, financial management, and reporting on project outcomes.
· Proven ability to manage multiple tasks and projects, meeting deadlines and achieving outcomes.
· Strong organisational and planning skills to manage day-to-day operations of employability programmes.
· Excellent communication and interpersonal skills, with the ability to build and maintain relationships with internal departments and external stakeholders.
· Strong numeracy skills with experience in financial management, including invoicing, payments, and budget tracking.
· Administrative proficiency, with the ability to maintain accurate records and provide clear financial guidance.
· Self-motivated and able to work independently, as well as part of a team.
· A proactive approach to problem-solving, with the flexibility to adapt to changing circumstances.
· Commitment to equal opportunities and diversity, ensuring inclusive practices in employability projects.
· Strong IT skills, including proficiency in Microsoft Office 365 and database management systems.


Desirable 
· Professional qualification or equivalent work experience in a relevant field (e.g. employability, workforce development, education, social work).
· Understanding of the third sector's role in workforce development and employability.
· Knowledge of local labour market trends and challenges in employability within the community.
· Knowledge of the employability landscape, including government funding streams and employability programmes.
· A passion for supporting the community and developing employability opportunities that have a positive social impact.

	
To Apply
To apply for this post, please email your CV with a covering letter to recruitment@gcvs.org.uk  by the closing date: Tuesday 18th February 2025.

Note that we require a Covering letter as part of your application. 

Covering letter: use the person specification and job description provided and tell us about your skills and experience, qualities, and achievements, which you consider, make you the best candidate for the post.  Please give relevant examples to illustrate how you meet the criteria. Please try covering all the criteria from the Person Specification when possible as this is very important for the short-listing process.   



 
Employment conditions

The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts, and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.

· Annual leave entitlement: 28 days per annum.  13.5 fixed public holidays. Pro rata for Part time employees. 
· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.
· References will be sought from previous employers prior to appointment.


Probationary period:	3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:	Contributory pension through Pension Trust 
GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance when joining the pension: 3 times your salary payable on death in service.

Flexi time; 	GCVS operates a flexi-time system.  Any additional hours or evening work required will be recompensed via flexi-time. GCVS is committed to Work-Life Balance.

GCVS strives to be an equal opportunities employer and is a Disability Confident Employer. 

GUARANTEED INTERVIEW SCHEME FOR DISABLED PEOPLE
GCVS is committed to enhancing the employment opportunities of disabled people and to removing barriers to employment when possible. All disabled candidates will be interviewed if they meet the essential criteria for appointment to this post. Please indicate any disability or condition of which you would wish us to be aware.
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