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JOB DESCRIPTION

	1. JOB  DETAILS

	
Job Title:
	Employment Broker

	
Service /Department:
	EVE: Employment Brokers

	
Service Group:
	Education Volunteering & Employment [E.V.E.]

	
Location:
	
Nottingham 

	
Hours of Work:
	
37 per week [Full Time]

	
Line Management
	Line management for this post is provided by E.V.E. Works Service Manager and will include supervision, support, appraisal and training plans


	
Working Pattern:
	The normal working pattern for this role is Monday to Friday 9am to 5pm.  Flexible working arrangements apply.

	
Salary Grade
	FHA Group 11 

	
Salary
	Starting salary £17,627 pa rising to £19,585 pa after 2 years service

	
Last Update
	18/09/09



	2. MAIN PURPOSE OF THE JOB

	Working in a target driven environment you will support and motive homeless service users in Nottingham City into appropriate and sustainable employment

To caseworker and build the skills and confidence of service users to empower them to maximising their potential 
 
To support, plan, facilitate and evaluate a employability learning activities 

To contribute to the achievement of contractual service obligations
  
To provide support for service users through the transition of coming off benefits and into sustainable employment 

To provide support for service users in employment  and to maintain relationships with employment  providers

To complete both electronic and paper based records to support this work

To work as part of a team in the day to day running of the Employment Brokers programme

	
3. KEY TASKS

3.1    Face to Face
· To casework by agreeing an individualised and SMART action training plan, maintaining ongoing contact with Service Users throughout the course of this plan and reviewing the plan within agreed timescales
· To develop and maintain effective working relationships with external referral agencies and employers accommodating Service Users
· To liaise with our partners at Housing Aid and the Gateway
· To manage differing organisational cultures and expectations
· Actively promote the Employment Brokers programme to Framework services, outside agencies and partners
· Attracting Service Users to use the service and creating an environment where Service Users feel comfortable and valued
· To motivate Service Users and work creatively to overcome barriers to their employment
· To support Service Users to complete their an employability portfolio 
· To signpost Service Users to volunteering or training opportunities
· Maintain organisational , Service User and colleague confidentiality at all times
· Communicates courteously and effectively with all colleagues and Service Users
· Be open and honest at all times
· Be familiar with Framework’s Equality and Diversity Policy and demonstrate its objectives at all times


	
3.2    Systems and Paperwork

· To take referrals from Housing Aid and other referring agencies and arrange an appointment  with each service user within agreed timescales 
· To conduct an assessment of Service Users’ needs 
· To identify areas for individual development as a result of the assessment and support Service Users to access these 
· To keep the Employment Brokers information up to date, ensure it is relevant, accessible and user friendly
· To assist Service Users to complete a CV and application forms,
· To accurately complete the correct paperwork at the correct time including inputting this information onto a spreadsheet
· Creating and reviewing Specific, Measurable, Achievable, Realistic, Time scaled, Evaluated and Reviewed [SMARTER] service user’s action plans and other associated paperwork
· To manage your own caseload of Service Users ensuring that they get fair access to support
· Good time keeping is expected at all times
· Read and follow policies and procedures, and contribute to reviewing service procedures
· Follow the Health & Safety rules including reporting equipment faults and failures promptly to line management, following the fire procedures and keeping the work area tidy at all times
· Follow the Code of Conduct Policy and reporting procedures



	3.3    Team Working
· To work efficiently within a target driven environment
· To work co-operatively with other members of the team
· To constructively contributes to team meetings
· To work efficiently between the teams at EVE and the teams at Housing Aid
· Willingly assists and covers for colleagues when they are absent
· Sharing knowledge and good practice with colleagues
· Suggest ways to improve the job
· Follow lone working procedures
· Be willing to continue to learn and develop skills by undertaking training courses appropriate to this role
· Complete any other reasonable task delegated by line management.




	4. BREADTH OF THE ROLE

	
· You will be required to plan and organise your own work
· You will work to set targets
· You may be required to supervise volunteers in the service
· Employment Brokers offers services to people who are in temporary accommodation or have used temporary accommodation in the last 12 months, or who fit in the PSA 16 category
· You will be responsible for the payment of Service Users expenses from a petty cash float




	5. ORGANISATIONAL POSITION

	






	6. ROLE OF SERVICE

	
E.V.E. aims to provide education, volunteering and employment opportunities for Framework’s service users and other unemployed individuals

Employment Brokers aims
· to support homeless people into appropriate  and sustainable employment
· to work towards turning around a housing first mentality and believe that people who are homeless can work and benefit from it and employers and the community can benefit from the skills and experience of homeless people. 
· to help Service Users to develop work ready skills prior to a job placement
· to give opportunities to develop those skills and participate in a genuine work environment
· to give service users the opportunity to give back 
· to give Service Users a real wage
· to lead by example in the community by employing our service users and former service users
 




	7. KEY PERFORMANCE INDICATORS

	
Objectives of the Employment Brokers programme 
The employment brokers support  140 people in 2 years
The employment brokers will support 68 people into work in 2 years
The employment brokers service will support 47 of these to maintain their job for at least 26 weeks



	8 OTHER INFORMATION

	
All employees may join Framework’s contributory Stakeholder Pension Plan when they begin employment.  Framework will contribute  2x employee contributions, up to a maximum of 10% after completion of the six month probationary period

All employees are automatically covered by Framework’s non-contributory Life Assurance scheme when they begin employment with Framework.  At the discretion of the Trustees 3 x basic salary will be awarded to nominated recipients.

A free and confidential Employee Assistance Scheme is available to all workers and their immediate family members.

Paid annual leave entitlement begins at 32 days each year for a full time employee.  This includes bank holidays.  The entitlement increases by one day each complete year to 37 days each year and after 10 years in service to 40 days each year.

Paid company sick leave for the first year of employment is one month at full pay and one month at half pay.  This increases each year up to a maximum of six months at full pay and six months at half pay.  

Framework holds ‘Investors in People’ status and is committed to delivering training to all workers based on their individual, the service’s and organisational needs.  Framework is working towards an accredited training programme for all roles and the job holder will be expected to work towards achieving this accreditation.

Framework reimburses travel costs to workers based on their means of travel. If a worker uses their own vehicle and has appropriate insurance they are reimbursed at 40p per mile.  Public transport is reimbursed at cost.

Full details of these benefits can be found in Framework’s Employee handbook, issued to each worker on appointment.  A copy can also be obtained from the Human Resources Department.
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