LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Employment Advisor
	Grade:
SO1

	SO2

	Reports to 

(Designation):
	Housing Change Manager
	Grade:
	PO7

	Directorate:  
	Customer Services
	Section:
	Housing Needs and Refugee Services


___________________________________________________________________
Main Purpose of the job: 

To support Lewisham residents who are homeless or threatened with homelessness as part of a personal housing plan (PHP) into employment or better paid employment through workshops, one to one advice, guidance and the identification of suitable training courses and employment opportunities.

To work with benefit capped clients in order to move them into employment or better paid employment so as to prevent homelessness and increase financial well-being. 

To support the customer in conjunction with relevant teams and services using a whole family holistic approach to attain long term sustainable solutions, mitigating the impact of financial and housing instability, maximising income and reducing debt.

To work with local partners including training providers and Job centre plus to develop referral pathways and broker new employment opportunities.

To support the work of Lewisham’s Homelessness Trailblazer project on early intervention and prevention activities.

_______________________________________________________________
Summary of Responsibilities and Personal Duties:

To manage a caseload of clients that are homeless or threatened with homelessness who are unemployed or on low incomes, providing information, advice and guidance to facilitate work progression towards better pay and prospects

To undertake a comprehensive assessment of the client’s circumstances to fully explore their needs, aspirations and any barriers to participation in an employment journey, identifying the underlying reasons

To produce a tailored support plan around getting back into work/increasing employment opportunities, drawn in conjunction with the Council’s Housing Options service and/or Housing Benefit Support Team. 
To actively and positively promote the Council’s homeless prevention agenda, encouraging households to resolve their affordability problems in the home through active engagement with their tailored support plan.

To work alongside the Housing Options service to emphasise the importance of engagement into employment and the consequences of non-engagement specifically for the benefit capped cohort of clients where failure to engage will result in the withdrawal of DHP and potential homelessness.  

   To maintain detailed, accurate case notes and reports, update computerised records, conduct    correspondence and respond to enquiries as required to efficiently progress cases to resolution. 

· To work with the wider household to ensure that there is a supportive environment in which the person can sustain participation.

· To support the person to access any funding that they may be eligible for, e.g. 16-19 Bursary Scheme, free meals, travel concessions, Care to Learn.

· To identify barriers for other members of the household being able to effectively support the person, emotionally and financially.  

· To help people to explore solutions to these problems and identifying sources of support to help them overcome any obstacles. 

· To make referrals to appropriate support and advice services ensuring that a holistic whole family approach is consistently applied where appropriate

Able to confidently use a range of skills to promote the preferred outcome from the customer e.g. having difficult conversations, nudge theory, motivational interviewing 

To develop and maintain a sound knowledge of the support needs of vulnerable customers presenting to the Council for assistance including physical and mental health, substance misuse, offending, learning disabilities, independent living skills, education, training and employment needs.

To develop and manage referral pathways and agreements with local partners, training providers, colleges, agencies and employers
    To attend and represent the service at relevant stakeholder forums, case conferences and

         working groups as required or directed by a Line Manager.

To keep abreast of national and local legislative and policy developments, new initiatives and best practice which relate to employment and to share with colleagues across the Housing Needs Service.

To develop sustainable initiatives and actively contribute to projects and programmes that will enhance the life chances of participants and ensure capacity building opportunities to support self-development.

To deliver consistent support aligned to an outcomes framework and culture within various service areas and settings ensuring key people in the person’s support network are informed. Promote the welfare of customers and contribute to the delivery of effective risk assessments

To develop a promotional campaign in order identify and encourage clients to partake with the scheme.
Design and delivery of employment and skills workshops and classes to take place in different locations across Lewisham borough.  This should include the creation of suite of training materials for clients.
To prepare clients to successfully apply for specific job vacancies, ensuring that employer needs are understood
Identify suitable training courses for clients and assist them in enrolment. 
To collect and share with colleagues and clients information on the local labour market, live vacancies and key local employers

To provide relevant careers advice and information on accessing career development opportunities. 

To provide support to access relevant vocational training schemes.

To provide support with writing & updating CV’s. 

To ensure that appropriate advice and support is given around accessing childcare & employment benefits.
To arrange and facilitate meetings with various employers in order to broker employment opportunities for a diverse client group.
To produce accurate records and reports on clients and related activity, and contribute to the team’s monitoring and contact databases

Manage and maintain a caseload which tracks customer journeys and identifies trends by recording appropriate data accurately, reviewing, monitoring and evaluating to agreed standards engagement with customer and  the wider family to review effectiveness

To carry out and/or signpost clients to better-off calculations and benefits advice

To provide ongoing in work support for a period of 3 months to ensure employment is sustained.  

To develop and deliver a comprehensive outreach programme to include  individual and group based activities such as work shops as well as representation at job fairs and other events 
To positively participate in personal supervision sessions, team meetings and contribute to service development and planning.

Internal Contacts: These include  the Housing Benefit Service, Council Tax 

                              Service, Social Care and Education Department.

External Contacts: This will include the JCP, CAB, Health Services, 

                               Registered providers and all voluntary agencies

                               associated with homelessness and welfare or financial

                               advice.

To carry out the duties of the post with due regard to the Council’s relevant codes and procedures.

All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of  fully managed staff:

Title:

N/A



Grade


No of posts

Number of partially managed staff:

Title:

N/A



Grade


No of posts

PERSON SPECIFICATION
JOB TITLE:

Employment Advisor


POST NO:
DEPARTMENT:






GRADE:  SO1
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.
Please ensure that Equality and Diversity issues are addressed specifically in relation to the role for which you are applying when addressing the requirements of this person specification where appropriate.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equality & Diversity

Awareness of and a commitment to Equality of Access and Opportunity in a diverse community

S
Understanding of how equality and diversity relates to this post                                                                
Awareness of Equal Opportunities issues as they apply to the area of work



S
Knowledge

Knowledge of designing and delivering employability / careers related information, advice and guidance with individuals and groups.











Knowledge of the local and London labour market






S
Knowledge of the Housing options service early intervention and prevention initiatives

S
Knowledge of the welfare benefits systems and its application





S
Aptitude

Personal resilience, adaptable, flexible and positive attitude
Works positively with colleagues in the team and across the organisation, and with stakeholders and clients, to ensure consistent good practice and deliver solutions
Flexibility regarding location of work and working hours

Demonstrate a positive attitude towards customer service, putting them at the heart of the service.

Ability to motivate and coach clients in proactively seek and sustain employment opportunities

Ability of providing accurate records and databases

Ability to empathise with homeless people and help them overcome their barriers

Skills
(Skills can only be used as shortlisting criteria if the skill is to be tested)

                          
(To Be Tested – S)
Well organised with excellent attention to detail and the ability to create and maintain accurate records
Strong ability to build and maintain relationships and work as part of a team

Good IT skills 

Sound verbal and written communication skills, including ability to draft accurate reports in plain English

Excellent social skills and ability to work effectively and professionally with clients and other stakeholders

Experience

Experience of delivering employability / careers related information, advice and guidance with individuals and groups.










S
Experience of managing a caseload of clients of varying needs and capabilities. 


S

Experience of successful liaison with employers to understand their training and /or employment needs, and to place jobseekers into vacancies.







S
Experience of delivering workshops around employability and interview skills.




Experience in motivating and coaching clients to proactively seek and sustain employment opportunities











S
      Experience of working in a variety of locations without constant supervision



S
      Experience of working on own initiative in a pressurized environment




S
      Experience of liaising with local agencies in relation to employment





General Education

A good standard of general education









Personal Qualities

Be self-motivated and be able to work under pressure.

      Demonstrate a proactive attitude towards Customer Service
Circumstances
Required to deliver the employment service at different locations and Council offices.

Required to deliver outreach surgeries and conduct home visits

DBS Disclosure Required?      No                       Basic              
[image: image1]Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)
Physical

Generally candidates must meet the standard Lewisham requirements for the post  






















