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		Mission Statement

‘To provide education and skills that 
enhance the region’s economic and social prosperity’


	Job Title

Employer Engagement Co-ordinator
Responsible to

Associate Director of Employability and Projects 

	


Key Strategic Objectives 
· To comply with the requirements of the YEI, which is part funded by the European Social Fund (ESF), AEB, SSU and other projects within the Employability and Projects team. 
· Build Employer relationships to support with the unemployed provision as well as apprenticeships. 
· Direct liaison with third party provision, eg, recruitment agencies, LEP, Council, Work Programme and Internal/External employers. To achieve “Good Quality” referrals and to ensure job conversions are achieved. 

· To actively contribute to the organisation’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High
· Work Hard
· Take Responsibility
· Do What’s Right
· Respect Others
· Challenge Yourself
· Take Pride.
· To commit to the Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults.
Specifically, the post holder's responsibilities will be as follows:

1. To work with the Programme’s Co-ordinator within the Employability and Projects team. 
2. To work with employers to identify their recruitment and workforce development needs to support with their recruitment.  

3. Knowledge of areas LEP Strategic Development Plan, highlighting any core areas of focus. 
4. Ensure CRM system is kept fully up to date. 

5. To work with the Programme’s Co-ordinator and Delivery team in the development of Sector Based Work Academies, Pre-Employment Training and work experience.
6. To prepare weekly updates/reports on employer engagement so that it can be fed in to the College system to assist with decision making on future activity with specified groups.

7. To manage all progression and sustainment data and completing pay sufficient paperwork required to claim funding.
8. To achieve and overall target of 40% job outcomes.
9. To engage with external stakeholders to identify opportunities for growth in Sector Based Work Academies, Pre-Employment Training, work experience and other employer provision.

10. To maintain growth of Sector Based Work Academies, Pre-Employment programmes through maintaining existing customers, development of new business opportunities and learner progression.
11. To liaise with the Employability and Projects Programme’s Co-ordinator to ensure agreed recruitment and financial targets are met.

12. To liaise and support the Programme Co-ordinator in identifying and developing new opportunities.
13. To manage Employability workshops/drop in sessions to carryout CV writing, Interview Techniques as well as mock interviews in preparation for employment.
14. To support the Programmes Co-ordinator by feeding through employer needs in order to develop appropriate provision.
15. To actively show a commitment to the Departmental Strategic Objectives.
16. To show an active commitment to the Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.

17. To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the organisation.

18. To carry out such other appropriate duties commensurate with your skills, knowledge and experience.

19. In consultation with you these duties may need to vary from time to time in order to respond to the changing requirements of the organisation.
Signed:  __________________________________ Date:  ______________
Person Specification

	Category
	Ref
	Criteria Description
	Method Of Assessment

	1. Skills and Abilities

	Essential
	1.1
	IT Skills relevant to the role


	Application/Interview

	
	1.2
	Excellent Customer Service and interpersonal skills


	

	2. Qualifications and Training

	Essential
	2.1
	Grade C or above in Maths and English (or equivalent)
	

	
	
	
	Application/Verification of original certificates

	
	2.2
	A commitment to undertake any mandatory training relevant to the role
	

	Desirable
	2.3
	IAG Level 2 
	

	3. Attitude/Disposition

	Essential
	3.1
	To commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the College
	Application/Interview/

References

	4. Knowledge

	Essential
	5.1
	Up to date knowledge of Labour Market Intelligence
	Application/Interview

	
	5.2
	Good understanding of the recruitment process
	

	5. Experience

	Essential
	6.1
	Experience of working/liaising with a range of employers and training providers


	Application/Interview


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.

Contract Arrangements

Staff will be engaged under a Contract of Employment determined by Northern Skills Group Business Support, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Full-time, Permanent.

	

	2.
	Working week
	35 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days of annual leave plus bank / public holidays, pro rata.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date.  

· 5 years’ service
26 days

· 10 years’ service 
28 days

· 15 years’ service 
30 days

You will be required to use up to 13 working days of your holiday entitlement on days when the organisation’s activities are suspended in the interests of efficiency.

	

	4.
	Period of Notice
	Two months.

	

	5.

6.

7.
	Salary 

Life Assurance

Healthcare


	From £25,000 - £27,000 per annum 

Non-contributory Life Assurance Scheme.  

Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, current contribution rate 5% of pensionable salary.

	

	9.


	Sickness


	The Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.

11.
	Probationary 

Period

Disclosure & Barring Service Check


	6 months.

From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40.


The Youth Employment Initiative is part-funded by the European Social Fund as part of the 2014-2020 European Structural and Investment Funds Growth Programme in England.
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