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	Richmond AID Person Specification and Job Description 


	Name of Role
	Employment Officer

	Responsible to 
	Employment and Involvement Manager

	Post Description 
	Your role will be to facilitate our Tuesday afternoon job club  (change of day possible) and to provide support for disabled people who want to get into work, education, training or volunteering. You role will also involve supporting disabled people that may already be in work but are experiencing difficulties. 



	Experience & Knowledge 
(use headings 1 to 12 below for application form)
	Skills & Abilities

	Essential 

1. Experience of advising people and disability based advice
2. Experience of facilitating a group

3. Knowledge of the issues that disabled people face when considering staying in work or returning to work

4. Knowledge of the benefits system

5. Excellent working knowledge of MS word, Outlook and other applications

6. Experience of delivering training and  presentations 
7. Excellent organisation and administration skills
8. Understanding of confidentiality, data protection issues and safeguarding issues 

Desirable 

9. Understanding  of equalities issues

10. Experience of partnership working

11. Management of volunteers
12. Understanding of the social model of disability

	· Empathic approach 

· Time management and task prioritisation 
· Able to work independently as well as part of a team

· Excellent written and verbal communication skills 
· Networks and keeps others informed

· Action orientated and can-do approach



	Other requirements

	Enhanced DBS check that permits working with vulnerable adults and children. This will be completed once the candidate is appointed. 

	

	Main Tasks and Duties

	1. To facilitate our existing Job Club and provide one to one support to clients outside of the Job Club. 
2. To manage all aspects of the job club including advertising, taking referrals from Job Centre Plus, recruiting disabled job seekers.

3. To provide disabled people with advice around options in the workplace, returning to work, education and training. Support will include;  Training on right to request flexible working and support communicating /negotiating with employers;  Knowing the options of flexible working and awareness of the financial impact of giving up working i.e. pensions;  support with CV writing;  support accessing training and volunteering opportunities; help with job searching and applications; guidance and practical sessions on preparing for interview; help to access guidance on in-work benefits advice; help to access legal resources and assistance ; support with finding appropriate childcare; support with finding Personal Assistants, Monthly jobs bulletin. 
4. To recruit, train and manage volunteers to assist the job club. 
5. To keep accurate records of all clients seen and maintain a database of client information and work completed.

6. Ensure that the project is compliant with the Social Model of Disability 
7. Comply with Richmond AID’s policies and procedures 
8. Attend training and development as identified by you and your manger 

9. Any other work commensurate with the level of this post  

10. You will need to travel as part of this post and occasionally may need to work outside of normal office hours


