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Octavia Foundation




ROLE:
Employment and Training  Advisor – Octavia Residents
DEPARTMENT:
Octavia Foundation
LOCATION:

Emily House

REPORTING TO:    
Employment and Training Programme Manager      

SUPERVISING:
N/A
GRADE:

F
The context of this job

Octavia Housing & Care provides affordable homes in the heart of London. We develop, manage and maintain properties and provide a range of specialist support services to meet the diverse needs of our tenants.  Our aim is to provide a service which is professional, personal, effective and caring.
Octavia Foundation is a registered charity that provides community development initiatives to Octavia’s residents and the wider community in the areas where Octavia Housing has homes.  We run projects across four key themes: Older people, young people, community involvement, employment and training and financial inclusion.  We aim to create communities that are vibrant, inclusive and cohesive.

The purpose of this post

To help the Foundation implement its employment and training project: Future Foundations; and provide one-to-one support for individuals on this programme.

What is the focus?

The Octavia Foundation provides a dedicated service to help local residents of the community who are unemployed and looking to access work or training opportunities.  We do this by providing one-to-one support through advice, information and guidance; help with CV’s and job applications, job search, work placements and job brokerage. Our key areas of work are within Westminster, RBKC, LBHF and Brent.

With the upcoming changes in welfare reform, we are launching a dedicated service to helping Octavia Housing’s tenants access help and support in order for them to overcome barriers to employment, making their tenancies more sustainable in the long term.

Key tasks

Advice and Guidance

1. Register at least 100 unemployed residents in our key boroughs and to assist them in accessing employment and training opportunities.

2. Construct sensitive action plans with up to 30 individuals a year; to support those individuals through each stage of pursuing that plan through individual meetings, phone calls and other intensive forms of support.

3. Assist at least 12 people into paid work opportunities.
4. Provide excellent information, advice and guidance to clients in group situations and in subsequent one to one interviews.

5. Work with individuals on CV writing, interview skills, applications and job search techniques; to build the capacity of each individual client to lead their own employment search plan. Assist people to engage on routes leading to employment appropriate for their skills and ambitions.

6. Support individuals to overcome barriers to employment including support for childcare issues, benefits issues, lack of confidence and lack of information about job opportunities.

Working with partners/networking

1. Work with Octavia Housing and other key partner organisations to identify residents who could access the service.
2. Form positive relationships with key Octavia Housing staff to encourage referrals and to embed the service as part of the  Services which Octavia offers to its residents
3. Attend community events; open days, jobs fairs etc with a view to meeting and engaging residents. Work with a range of host and partner organisations to create opportunities to explain the benefits of Future Foundations to residents.

4. Work with employers to help with their recruitment needs and to link individuals into jobs.

Record keeping and data management

1. Track clients’ journeys throughout and provide follow up information about their progress
2. Provide and develop data and monitoring reports as required.

3. Keep accurate, auditable records of interaction with clients, including both qualitative and quantitative data in the form of paper based and online/electronic data management systems. 
Generic

How will the post holder know if they are performing?
A number of performance targets will be planned and agreed each year with the line manager and these will be monitored at regular meetings.  Regular feedback will be provided by the line manager and opportunity provided to discuss any problems, personal and team matters and personal development issues.

Generic requirements

The post holder will be expected to comply with the Foundation’s policies and procedures at all times. These include, but are not limited to equal opportunities, confidentiality, data protection and health and safety.

Tenant/client involvement is an essential part of all roles within the Foundation and all are expected to support the policies and procedures relating to the involvement of tenants/clients and to contribute to the delivery of the Foundation’s objectives.
In order to do their job the post holder will be trained and coached in the procedures and policies of the Foundation.  They will be expected to familiarise themselves with the association’s procedures and policies and to seek advice and guidance from the line manager if required.

The key tasks listed above are only an indication of the main tasks required to be performed. It is not an exhaustive list of duties and responsibilities and may be subject to amendment to take account of changing circumstances.  Any changes will be made following discussion with the post holder.  The post holder will remain co-operative and flexible in line with the needs of the post and the Foundation.
OCTAVIA FOUNDATION
PERSON SPECIFICATION

POST:
 LEARNING AND EMPLOYMENT ADVISOR


The Person Specification states the minimum knowledge, skills and experience required to carry out the job and is used for both shortlisting candidates for interview and to identify the areas to explore in an interview.

E = Essential criteria;

D = Desirable criteria

	
	Essential Criteria

	1
	People Skills 

Experience of working with unemployed and vulnerable people 

Experience of providing support, advice and guidance in a range of settings and with different client groups 

Sensitivity to individuals’ barriers to work and the ability to construct imaginative solutions to overcome them 

Experience of helping individuals to develop and achieve individual action plans. 

Warm and supportive approach to clients which takes account of both their difficulties and their abilities. 

Experience of developing effective marketing and communication tactics in reaching socially excluded groups and individuals.

Ability to work both alone and in a team environment 

Qualifications

A level 3 or 4 NVQ qualification in Advice and Guidance 

Data management and record keeping

Experience of detailed and regular record keeping and the IT skills to support this activity 

Competence in using MS Office (Word, Excel) Internet and Email

Database Experience, particularly MS Access/reports 

Attitudes

A willingness to be flexible in work patterns and to fulfil occasional evening and weekend duties

Ability and willingness to work under pressure and find flexible solutions tailored to individuals’ needs 

Ability to demonstrate an understanding and commitment to equal opportunities in practice. 
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