Cyrenians Employment and Training Ltd
JOB DESCRIPTION
Post:


Job Coach
Responsible to:
Cyrenians Employment Support Agency (CESA) Manager

Hours of Work:
Full-time 36 per week

Salary:

£18,900pa
Purpose of Post:
To establish and maintain excellent relationships with clients, understanding and meeting their needs. Your role is to successfully match clients to employment, training and education opportunities, with the aim of helping them secure sustainable employment. Clients may be in receipt of various benefits and include ex-offenders, those affected by substance misuse, homelessness and/or long term unemployment.
Main Duties

· To place clients who are out of work into sustainable employment within the contract rules. 
· Liaise with Employer Liaison Officer to source suitable sustainable employment opportunities for clients. 

· To help clients develop their CV’s.
· Assist clients in completing job application forms.

· To offer clients ‘in work’ support once the client has gained employment.
· Develop appropriate links with other local provision and services where appropriate.
· Organise additional support to meet clients’ job goals, with agreement of the CESA Manager. 

· Use empathy and diagnostic questioning to establish rapport and identify customer needs and barriers.
· Update client database records in a timely and accurate manner.
· Maintain relationships with sub contactors and local employers to maximise clients’ opportunities for finding employment.
· Achieve contractual outcome targets for outcomes and sustainability.
· To ensure confidentiality at all times.
· To work within Cyrenians Employment and Training Ltd published Policies and Procedures.

Equal Opportunities
· To work in accordance with Cyrenians Employment and Training Ltd Equal Opportunities Policy and to promote equality of opportunity throughout the company.

· To promote service-user participation, feedback and involvement in development of the company.

· To incorporate recommended practice in access to services for people with disabilities.

General
· To attend meetings, and provide reports, as requested by the CESA Manager
· To undertake any reasonable task requested by the CESA Manager, CET Company Manager and CET Board compatible with the post. 
Person Specification
Someone who genuinely cares about the jobseeker and can provide trust and respect to all individuals. Is confident, tenacious, committed, dedicated and work focused and is able to use a variety of skills to motivate, challenge and persuade people. Is constantly searching for new solutions, and striving for the best solution for each person. Have knowledge of the issues affecting the jobseeker, effective communication and interpersonal skills in order to engage with this client group. 

 Essential Criteria

· Previous experience in an advice and guidance role.

· Previous experience of employer engagement/recruitment.
· An ability to understand the multiple needs of jobseekers and focus their attention to the world of work.

· An ability to work with a variety of partners to provide the right solutions for each jobseeker.
· Excellent communication and interpersonal skills.
· A high level of literacy.

· Excellent IT skills.
· Ability to work effectively as part of a team, and on own initiative.
· Excellent organisational skills and able to work under pressure.

· Ability to demonstrate innovation and best practice.

· Ability to communicate with people at all levels, both individually and in groups.  
· Knowledge of the benefit system.
· Ability to show personal commitment, strength and resilience in day to day work, employing a fair and consistent approach at all times.

· A commitment to Equal Opportunities.
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