FIRST RUNG LTD - JOB DESCRIPTION

JOB TITLE:


 EET PA (Education/Employment/Training Personal Adviser)
SITE:
Ponders End/Colindale
REPORTS TO:

Centre Manager
LINE MANAGEMENT:           None
HOURS OF WORK:

35 hours per week
SALARY:                               £28,000 - £34,000 per-annum. 

OVERALL PURPOSE OF JOB:

Provision of advice and guidance, and mentoring, pastoral, personal development, and progression support to participants on First Rung programmes. Overseeing participant progress throughout their programme journey providing end-to-end support.
Key duties include: 

· Onboarding of candidates 
· Initial assessment of needs and barrier analysis

· Individualised programme planning and target setting.
· Provision of careers advice, guidance, and progression support
· Provision of personal development, personal, social, emotional, and other forms of wraparound supporting 

· Recording and tracking of participant progress

· Overseeing and facilitating participant progression to jobs, apprenticeships, and further learning
· Carrying out required administration and providing management information and data.
· Working collaboratively as part of a team to meet participant needs.
Key Responsibilities:

1. Onboard participants to programmes carrying out the required administrative processes.
2. Carry out and record the assessment of participants basic skills, personal and social needs.

3. Administer the barrier diagnostic toolkit and other assessment to identify obstacles to progression.
4. Provide initial advice and guidance to participants and support them in identifying and articulating their carer aspirations. 
5. Hold individualised progression planning meetings with participants and work wit them in developing and agreeing their Individual Progression Plan (IPP)

6. As part of the IPP., agree individualised target milestones, outputs and outcomes with participants specifying timescales for their achievement.

7. Work collaboratively with delivery and centre support staff to put an individualised timetable of provision in place which works towards the targets of the participant IPP.
8. Provide coaching and mentoring support to participants and enable them to develop the skills and attributes they need to progress such as motivation, self-confidence, communication, and resilience.
9. Provide pastoral and welfare support to participants working collaboratively with colleagues and, where necessary, with external professional stakeholders and parents/carers.
10. Provide advice and guidance support to participants throughout their programme journey working towards the target outcomes in their IPP.

11. Delivery training sessions to groups of participants which support them in developing the skills and attributes they need to progress to a positive career destination.
12. Track and monitor participants progress carrying out and recording reviews and logging information on the First Rung learner management platform.

13. Provide progression support in applying for employment, apprenticeship, and further education opportunities as they approach the end of their programme.
14. Provide “aftercare” and support to participants who have progressed to an employment, education, or training destination, 

15. Provide data, information and reports as required to managers and colleagues.
16. Contribute to the achievement of First Rung quality targets.

17. Comply with GDPR and other data protection requirements.

18. Become familiar with, and put into practice, First Rung’s Safeguarding and Prevent policies.
19. Become familiar with, and put into practice, First rung’s Health and Safety policy.
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PERSON SPECIFICATION

EET PA
Qualifications, skills, and experience

· Qualified to at least level 3 in Information Advice and Guidance. (or willing to undertake and achieve the qualification within a specified timescale)

· Experience of providing careers information advice and guidance to young people aged 16 - 24.

· Experience of supporting NEET young people progress to employment.
· Experience of providing coaching and mentoring support to young people. 

· Experience of providing pastoral and social support to young people 

· Experience of working with external stakeholders to meet the personal, social and welfare needs of young people.

· Excellent numeracy and literacy skills (GCSE grade 4 or equivalent in English and mathematics as a minimum)

· Proficiency in in ICT including Microsoft Word, Excel, Power-Point, and other Office 365 applications.

Personal skills and attributes
· Excellent verbal and written communication skills
· Ability to quickly absorb and use information and follow required policies.
· Proven ability to engage and empathise with NEET young people encountering multiple disadvantage and barriers to progression.
· Excellent listening skills
· Proven track record as a team player who demonstrates the ability to collaborate with colleagues and other stakeholders in promoting the interests of NEET young people.
· Excellent coaching and motivational skills
· Ability to innovate and think creatively in solving problems.
· Self-starter with proven ability to work autonomously where appropriate.
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