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Post:		Employability Manager – Temporary to March 2027- [Multi year funding expected]
           Hours:	35 Per Week 
           Salary:   	£30,030 rising April 2027 on successful delivery of pilot (pro rata where applicable)
           Location:	Cumnock – Regular travel throughout East Ayrshire

Job Purpose:  	To manage and deliver the employability project and support the CEO in   development and strategy of the project   


A. STRUCTURE CHART 








B. KEY DUTIES & RESPONSIBILITIES

1. Manage and co-ordinate the delivery of the employability project

2. Monitor and evaluate the progress of the project according to the funding guidelines

3. Managing and monitoring the budget for the project

4. Pursue opportunities and strategies to grow the project

5. Support participants with all aspects of the project until completion

6. Support participants who have become disengaged with training, employability and skills

7. Work closely with the Chief Executive Officer to manage ongoing employability and pipeline projects


8. Assist with the identification and application for sources of additional match funding that could be secured for the project and work closely with community and delivery partners

9. Undertake community engagement events and communicate utilising social media to maximise the number and range of people involved

10. Work closely with delivery partners to ensure that project plans are being followed through and that timetables and financial income/outgoings are being kept on track.

11. Scope out, project manage and deliver additional project ideas such as wheels to work scheme

12. Assist with activities that supports the Board and CEO

13. Carry out such other appropriate duties and responsibilities as are required by the CEO 


C. GENERAL RESPONSIBILITIES


1. Ensure all materials and equipment provided to assist in carrying out the duties of the post are properly secured in accordance with the CCT’s policies and procedures.
 

2. Represent the service at appropriate external events and meetings in accordance with the remit and status of the post.

3. Attend and where appropriate report to the Board of Trustees, Council and working groups etc. as appropriate.


This outline is indicative of the nature and level of responsibilities associated with this post.  It is not exhaustive and the post holder may be required to undertake other duties and responsibilities commensurate with the grade.





Person Specification
	Designation: Employability Manager
	

	
	



	Attributes:
	Essential Criteria
	Desirable 

	Qualifications


		Educated to HNC Level in Business, community development or similar relevant experience considered
Demonstrate employability skills and experience
UK Driving Licence




		Project Management qualification 





	Knowledge & Skills





	Sound knowledge of community development and 3rd sector
Good project delivery skills
Cost and budget management skills
Verbal communication, social media, and presentation skills that can be demonstrated to a range of different audiences.

Ability to act on own initiative

Ability to work well alone and effectively as part of a team

Ability to work to deadlines

Management experience

Microsoft office applications including word, excel, outlook, access and powerpoint

Friendly and approachable manner


	Good analytical, research and report writing skills

Community Transport/transport related experience


	Experience







	Relevant project delivery experience
Experience in securing and claiming grant funding from a range of funders
Experience of working with contractors and consultants
Experience of engaging with a variety of stakeholders and / or community groups to assist in delivering agreed outcomes.


	Success in delivering projects in partnership with communities.  



	

	Quality 
	Behaviour

	Flexible 

	· Have an open mind and look for better ways of doing things.
· Embrace new technologies to improve services for the people we serve.
· Welcome opportunities to learn and grow.

	Approachable
	· Develop positive and productive relationships with everyone.
· Listen, notice, respond and engage.
· Manage our reactions and think about how our behaviour affects others.

	Caring
	· Embrace working in a team and working with others.
· Take pride in your role, serving our community and strive to be the best we can be. 
· Be kind to others and to ourselves.

	Empowered
	· Have the courage to try new things.
· Work with others to find the best solutions.
· Help everyone to realise their full potential.




For an informal chat please contact the CEO Susan@yellowbuses.org.uk
Interviews will take place on 15th and 18th September 2026

CEO


Employability Manager


Admin Staff
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