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JOB TITLE:  

Employer Engagement Coordinator and Work Coach
SALARY: 


£22,000 - £24,000 per annum 
LOCATION:

East Midlands 
ACCOUNTABLE TO:

Training and Community Education Manager
The successful candidate will be able to drive and have access to own transport.
Apply with CV to paul.naylor@epicpartners.co.uk 
Interview date to be sent to candidates 

GENERAL INFORMATION:           
EPIC Partners is a charity with a small team of specialists that possess a diverse set of skills, ranging from sports activity facilitation to training, educational and teaching programmes. Our staff are drawn from a variety of backgrounds, but we have one common purpose, to enrich the lives of the communities that we serve. 
Job purpose:                               urpose:                       
· To deliver training and support programmes to meet the needs of unemployed people. 
· Training programmes will include English, Maths, ESOL and IT and support with CV’s and cover letters for employment.

· The role will help and support participants back into work, voluntary placements, or further training
· The role requires experience and adaptability to be able to support participants and advise the best way forward based on personal needs
· To find new employers that will fulfil delivery across all contracts

· Account manage current employers to secure a long term relationship

· To find new candidates

· To manage a caseload of candidates

· To support your caseload of candidates from induction through to sustained progression

To manage and maintain all of the processes and documentation required to ensure full compliance

DUTIES AND RESPONSIBILITIES OF THE POST:                                                                                                                
Devise and deliver training programmes in a range of creative, inspiring ways, taking in to account the needs and any barriers to engagement of the target beneficiary group. Conduct training needs assessments with learners and agree individual learning plans.
· Develop own leads, pipeline and targets lists to source placement opportunities and vacancies

· Account manage existing employers to fulfil expectations and develop long term relationships   

· Work collaboratively with employer and delivery staff to develop the provision and support job seekers to achieve their agreed goals
· Maintain management information and administration records on employers and job seekers
· Seek new opportunities, areas and locations for provision
· Recruit candidates by building relationships with Job Centres and other referral sources
· Support with candidate inductions, checking eligibility and completing ILPs
· Work collaboratively with delivery staff to develop the provision and support job seekers to achieve their agreed goals
· Work with candidates to find sustainable progressions from the programme 
· Develop progression routes for participants onto further learning opportunities and volunteering. 
· Provide reports and monitoring for your line manager, CEO and Trustees.
· Prepare and maintain course registration and associated paperwork for external organisations and for grant funder requirements.
The post holder will carry out any other duties as are within the scope, spirit and purpose of the job.
Other Organisational Responsibilities:
· To be aware of and comply with Epic’s policies and procedures.

· To ensure that relevant risk management and safeguarding arrangements are in place, are always followed and adhered to. 

· To ensure that good practice and equal opportunity principles are complied with and promoted in accordance with Epic’s values and Diversity/Equal Opportunities Policy.

· To conform to health and safety legal requirements in accordance with Epic’s policies and procedures.

· To ensure legal, ethical and professional boundaries when working with children, young people and adults.

· To ensure that a high level of confidentiality is maintained in all aspects of working with children, young people and their families.

· To take ownership and develop a learning plan and review this with the Epic Line Manager to ensure reflection and development of own practice.

DEVELOPMENT & TRAINING:                                                                                                                                              
To continually respond positively to new and alternative teaching methods to enhance participant learning.
HEALTH & SAFETY:                                                                                                                                                                 
To comply with relevant health & safety legislation, policies, and procedures in the performance of the duties and responsibilities of the post. 
EQUALITY & DIVERSITY:                                                                                                                                                       
To support, promote & comply with the Company’s Equality & Diversity policies in the performance of the duties and responsibilities of the post.    
CONFIDENTIALITY & DATA PROTECTION:
The Company requires all staff to maintain a high standard of confidentiality, and any disclosure of information outside the proper and recognised course of duty will be treated as a serious disciplinary offence.  All staff are also subject to the Data Protection Act. 
Epic Partners is committed to safeguarding and promoting the welfare of children and vulnerable people. An enhanced Disclosure and Barring Service check is required for this role.
The successful candidate will be able to drive and have access to own transport and carry out any other reasonable duties within the overall function, commensurate with the level of responsibility of the post. 
These duties are intended as a guide and operational requirements may necessitate the employee performing other duties not included in this job description.
