Job Description
	For HR use only
	Vacancy Ref: DBS4296


	Service
	Health, Education, Care and Safeguarding Service

	Service Area and Team
	Employment and Skills – Connexions Service

	Post Title
	Connexions Adviser (IAG) - Apprentice

	Grade
	Apprentice

	Reports to 
	Programme Manager

	Responsible for (employees or equivalent)
	A caseload of young people to be determined.

	Job Purpose 

	As an apprentice you will develop skills, knowledge and experience in all aspects of careers guidance and advice. This will be via on the job training and formal training sessions to gain knowledge and understanding to ensure that you attain the required skills, knowledge and experience to become a fully qualified careers advisor/coach.

You will work as part of an operational team ensuring that the needs of individual young people are met so that they are able and motivated to engage in education, training and work opportunities and able to make a successful transition to adult life.

· To provide continuous and comprehensive information, advice and guidance counselling service for a caseload of young people.

· To work closely with and develop networks with other professionals and organisations to ensure co-ordination and cohesive support for young people.

· To work in the best interests of each individual client through challenging stereotypes and promoting equal opportunities.

You will attend regular meetings with your work supervisor, have your work observed and attend formal training to enable you to achieve the GCF Level 6 Diploma in Careers Guidance & Development.  You will also have the support of a mentor and the opportunity to take part in a wide range of development opportunities.


	Job Content

	· Manage a caseload of young people and monitor their progress.
· Engage with young people to identify their needs and strengths in a coherent and comprehensive way undertaking a range of assessment activities and developing written assessments, action plans and referrals where appropriate.

· Provide continual support in the form of guidance and counselling to support progression, in particular to those young people who may have additional learning needs.

· Introduce the Connexions Service to young people in schools, colleges and community settings through group based and individual support opportunities.

· Ensure that young people have access to impartial advice, information, guidance and personal development support and activities.

· Work with parents, carers and families in order to engage and motivate young people to reach their full potential.

· Identify strengths and weaknesses in provision to improve services for young people.

· Empower young people to make decisions to realise their full potential.

· Provide support for the development of Connexions in a variety of locations.

· Represent the Connexions Service at meetings with other partners and organisations.

· Negotiate delivery plans with schools and other agencies.

· Work effectively and provide support within a multi-disciplinary team.

· Contribute and adhere to North Tyneside Council’s policies and procedures and quality standards; have knowledge of the policies, procedures and practices of any associated organisations being worked with.

· Contribute to Connexions Service development through working groups and meetings and to contribute to the development of resources.
· Complete mandatory training. Continuously improve professional competence and identify personal training and development needs.

· Seek opportunities to promote the involvement of young people in the work of the service.
· Carry our other relevant duties as may be reasonably requested.


	Climate Change Values and Behaviours  

	· We strive to reduce the carbon footprint of our services by using less energy in our buildings, travelling less in our vehicles, and increasing our recycling


	Special Requirements of Post

	Working Conditions e.g. working outdoors 
	Indoors at a variety of settings e.g. schools, colleges, office

	Working Arrangements e.g. evenings, weekends, shifts
	Occasional unsocial hours as and when required, including evenings and weekends.

	Physical Requirements e.g. driving, lifting, working in constrained positions
	Driving to delivery locations, occasional lifting and carrying of resources. Use of IT and screen time to record and communicate.

	DBS and Safeguarding Checks required 
	This post will require an Enhanced check from the Disclosure & Barring Service

	Responsibility for Safeguarding or extent of contact with children, young people and/or adults at risk of harm.
	Advisers will have a caseload covering a range of children and young people. Staff are bound by a statutory duty to safeguard and promote the welfare of all children and young people. 

	Politically Restricted?
	No


Person Specification

	Job Criteria

	Factor
	Essential
	Desirable
	Assessment method

	Knowledge
	Understanding of the transition issues facing young people aged 13 - 19.

Ability to assimilate and interpret a varied range of information.

Provide guidance and counselling to young people, and through a process of assessment, present plans of action that show constructive and realistic learning and career pathways. 

Understanding of NEET and non-participation in Learning issues and potential barriers to education, employment, or training.

Highly developed interpersonal, negotiation and counselling skills to support a wide range of client needs and to network with a variety of partner agencies.

Ability to develop an appropriate relationship with a young person and motivate them.

Ability to deal with the emotional demands of young people, their parents / carers.

Group Work and Presentation Skills. 

Good time management skills required to take initiative and to plan own schedule of work.

Commitment to equality and diversity which seeks the best possible outcome for each young person
Capable of using ICT to use and access a range of information and for communications eg report writing, emails and to record client intervention activity
	Understanding of the principles of information governance, data protection and information sharing issues.

Knowledge and understanding of relevant legislation as well as knowledge of safeguarding.

Knowledge of Learning options and the Local Labour Market in Tyne & Wear.

Ability to negotiate with providers.


	Application Form

Interview

References

	Qualifications and Training including Professional Registrations required
	Hold a NVQ level IV in Advice & Guidance (including Interview skills units) 
Or have a degree in a guidance and counselling, or a child or young people, related field.
GCSE at Grade 4/C or above (or equivalent) in Maths and English
Commitment to apprenticeship (leading to Level 6 qualification in Careers Guidance
and life-long learning)

	
	Application form.

References

Verification of original certificates.



	Skills & Experience
	Working or volunteering with Young People, preferably in guidance situations.


	Working or volunteering with disaffected young people.

Experience of using a database to record activity and outcomes.
	

	Special requirements

	Factor
	Essential
	Assessment method

	Occupational requirements under the Equality Act 2010 e.g. age, sex, religion
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Please note if you intend to use your own vehicle (or non-council vehicle) for business mileage you must hold the relevant driver’s licence, MOT and insurance documentation.










