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Training and Employment Advisor

	Salary:	
	£29,361- £32,930 per annum (full-time)

	Working hours:
	21 hours per week 
(Pro-rata salary: £17,127-£19,209)

	Pension: 
	5% employer’s contribution

	Reporting to: 	
	Training and Employability Lead

	Line Management Responsibilities: 
	N/A

	Duration of Project:                            
	A two-year fixed-term contract to start, with the option to renew thereafter, subject to the availability of funds to support the role. 

	Key working relationship
	Internal: Senior Management Team and project coordinators. Please refer to our organogram.
External: Service users, funders, and partner agencies.



Purpose of the role
This post aims to support New Scots in their employment and training needs. It aims to help New Scot service users access work, volunteering, and training opportunities that match their skills, qualifications, and interests. The post holder will collaborate with the existing Employment and Training team to provide individual holistic coaching and guidance to our service users. They will also assist with the planning, delivery, and evaluation of group workshops that prepare service users for employment. 

Responsibilities and Duties
· [bookmark: _Hlk189829053]Provide one-to-one support to New Scots service users with their training and employability skills needs, helping them overcome barriers to employment and training. 
· Explore learning and work opportunities for New Scots and disseminate information appropriately to The Welcoming’s employability service users. 
· Support new arrivals in Edinburgh by connecting them with relevant networks and community activities, both at The Welcoming and externally. 
· Support English language skills development through access to The Welcoming in-house programme of English classes, including English for Beginners, Intermediate, Advanced and Conversation Classes. 
· Link New Scots service users with volunteer opportunities (both internally and externally through voluntary organisations). 
· Plan, facilitate and evaluate a programme of group workshops which prepare service users for employment in the UK (searching for jobs, writing job applications and cover letters, improving interview skills, learning about work culture in Scotland and UK employment rights).
· Adequately upload and maintain records on Salesforce.
· Undertake monitoring and evaluation of all activities in the programme.
· Contribute to the preparation of reports on own work. 
· Build collaborative relationships with local supporting agencies and service providers. 
· Participate in employment and capacity-building networks.
· 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 CEO. 

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

	Essential
	Desirable


	Education and Qualifications

	
· Educated to degree level, preferably in Psychology, Community Education, Community Development, Sociology, or Social Policy (A)

	
· Qualification in Adult Guidance or Careers Guidance (A)


	Experience
	

	
Substantial experience of:
· Supporting 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 the ability to communicate effectively with those who have English as a second language (I)
· Strong one-to-one coaching skills (I)
· Ability to work positively with people from a wide range of different backgrounds, religions and cultures sensitively and respectfully and to encourage an inclusive approach (I)
· Ability to connect with, inspire and motivate people facing challenges in building new lives in Edinburgh (I)
· Good knowledge of community networks and capacity-building support services 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, to accommodate organisational needs (I)
· Commitment to the vision and the values of The Welcoming Association (I)

	
· Ability to speak Arabic, Ukrainian, Russian, Pashtu, Spanish, Cantonese or Mandarin (A)
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