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The Ayrshire Community Trust

Job Description

Post:


Local Employability Partnership (LEP) Capacity Building Officer
Responsible to:          Executive Director
Salary:


£26,150
Hours:                        20 hours (Please Note: Normal working week Monday - Thursday with occasional evening and weekend work)
Location:

Vernon Street, Saltcoats 
Employee Benefits: 

1. Real Living Wage Employer

2. Four Day Working Week (Monday to Thursday)
3. 8% Employer Pension Contributions (after probationary period)
4. Access to Employee Supported Volunteering

5. Carer Positive Employer

6. Disability Confident Employer

7. Access to Flexible Working 

About:
The Ayrshire Community Trust is a charity based in North Ayrshire that provides programmes and projects that make a difference to people’s lives by encouraging, supporting and promoting community action.
Purpose of the Role: 

The Local Employability Partnership Capacity Building Officer will be required to work with a degree of autonomy, working alongside and supporting employability providers in North Ayrshire with a goal of ultimately supporting people into employment. 

The LEP Capacity Building Officer will build capacity with employability providers, identify existing employability provision, promote the Skills Training Network, build partnerships to secure funding, attend employability delivery groups, represent the third sector at employability meetings and support third sector organisations to engage with employability initiatives and grant programmes.

Our ideal candidate will have significant experience of communicating with people at a variety of levels.  They will also have experience working with third sector groups and organisations.
Summary of Main Responsibilities:

Operational:
1. Provide support and build capacity with organisations across North Ayrshire to deliver employability interventions which reduce unemployment, improve outcomes and increase employment levels across North Ayrshire.
2. Promote the Skills Training Network and support organisations to update the Skills Training Network website. Identify existing employability interventions, delivered by the Third Sector, to enhance the Skills Training Network website employability directory, showcasing North Ayrshire provision.
3. Support Third Sector organisations to build capacity and develop partnerships and consortiums to secure funding.
4. Explore opportunities for practitioners to work in partnership to deliver improved outcomes within the employability & skills agenda.

5. Support Third Sector organisations to engage with new and existing programmes and opportunities including LEP Grants Programme, Parental Employment Programme (PEP).

6. Uphold the organisation’s codes of conduct and ethical practices.

Leadership:
1. Attend and support the Operational Delivery Groups: young people, parents and long term unemployed and people with disabilities to ensure Third Sector representation.
2. Attend the LEP meetings and represent the Third Sector. Engage with the Third Sector and gather views on behalf of the LEP.

3. Foster a positive and inclusive working culture aligned with the charity’s values.
Strategic Contribution:
1. Collaborate with Senior Management to align operational plans with the charity’s strategic goals.

2. Provide regular reports on operational performance and key metrics.

Stakeholder Management:
1. Build and maintain effective relationships with internal and external stakeholders, including trustees, funders, and external providers.

2. Represent the charity at external events and meetings where necessary.

Skills & Experience required:

The LEP Capacity Building Officer will be able to demonstrate a range of qualities, abilities and experience such as:

· Excellent communication and interpersonal skills to work effectively with staff, service users, external stakeholders and partners 

· Strong organisational skills to manage multiple tasks and reporting duties.

· Proactive problem-solving skills.

· Good IT skills, including use of Microsoft Office.

· Organisational skills and ability to prioritise with attention to detail.

· A proactive approach to work and confidence in working independently and as part of a team to deliver quality results
· A successful track record of supporting groups and organisations.
· Ability to adapt to a range of organisational needs.
· Experience of providing support on a 1:1 and group basis.
· Work to achieve outcomes and evidence impact.
· Ability to review and evaluate progress within own practice.
Because of the changing nature of our business your job description will inevitably change. You will, from time to time, be required to undertake other activities of a similar nature that fall within your capabilities as directed by the Board of Directors. 
