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Job description

Job title:
Working For Carers Employment Personal Advisor
Location:
Redbridge Carers Support Service, Ilford
Responsible to:
Project Manager 
Salary:
£26,790FTE
Contract:
Immediate Start Fixed term to March 2023
Hours:
Full Time (Monday – Friday 9-5)
Annual leave:
26 days p/a
Pension:
5%
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What is Working for Carers?

Working for Carers supports unpaid carers and former carers in London, who are aged 25 or over, to move closer to employment. Carers can access free support, which is tailored to meet individual needs. This may include:

· One-to-one meetings with a dedicated Employment Personal Advisor.

· Group activities and training workshops.

· Help with job searching.

· Support with CVs, job applications and interview techniques.

· Access to employment, volunteering, and training opportunities. 
All support is currently being delivered by telephone or videoconferencing. Face-to-face activities may be available in the future, delivered in local areas.
Who is Redbridge Carers Support Service?

Redbridge Carers Support Service (RCSS) is a dynamic, Queen’s Award winning charity providing services and support to unpaid carers in the borough. Established since 1994 we work with carers to give them a strong voice and opportunities to live a life alongside caring. Our mission is to make a positive difference to the lives of unpaid carers in the diverse communities of Redbridge by providing them with a range of services, support, and recognition. RCSS is one of four lead hubs that works in partnership with other carer network partners to deliver the Working for Carers project, London wide. RCSS have a skilled and diverse workforce and a strong and committed management team and Board. 
Key responsibilities of the post

As part of the Redbridge Hub, Employment Personal Advisors will be required to deliver the Working for Carers employment support project across 8 London Boroughs - Redbridge, Barking & Dagenham, Havering, Hackney, Greenwich, Waltham Forest, Tower Hamlets and Newham. 
Of the 8 London Boroughs however, the Redbridge Hub is currently focused and targeting intensive support to carers in Redbridge, Tower Hamlets, Waltham Forest, Newham, and Hackney.  This will consist of a range of interventions, delivered both in person and online, tailored to meet the needs of each participant.

Employment Personal Advisors will be required to effectively work with the internal hub (Redbridge) project and wider Working for Carers programme team to support carers across the region to move towards and realise their employment goals.
Employment Personal Advisors will be required to work closely with local stakeholders and be responsible for managing a caseload of participants and facilitating their journey through the project. Employment Personal Advisors will carry out holistic personalised assessments and provide good sign posting options for participants that require additional support outside of employability options.  

Employment Personal Advisors will be required to play a full part as a Redbridge Carers Support Service team member including team meetings, supervision, working as a part of the team and adhering to the organisation’s policies and procedures.
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Duties to include

1. Deliver high quality, engaging and dynamic employment support activities for targeted carers at different sites across the project’s targeted boroughs.
2. Provide and enable access to general, practical, and empathetic support services to carers to address the barriers to their entering and/or sustaining employment. 
3. Support carers to identify goals, skills, experience and capabilities, motivating them towards achieving their goals with advice & guidance, signposting and information provision.

4. Assess, track and plan carers progress through the Working for Carers project delivery using individual SMART action plans and the use of Carers Star with carers.

5. Compile and maintain accurate Working for Carers project records, securely storing information to contribute to the preparation of monthly and quarterly reports to funders using systems and processes such as databases, recording forms and templates as necessary.
6. To meet targets set by Project Manager in achieving contracted obligations of moving carer participants into employment, training opportunities and/or further job searching.
7. Coordinate and record workshop expenditure including following strict guidelines for handling carer expenses.

8. Build and maintain relationships with employers and employment agencies to promote the service, source and signpost participants to suitable vacancies, raise awareness of carers needs and (with carers consent), broker adjustments required to roles to assist carers to sustain their return to work.

9. Build and maintain relationships with other voluntary agencies and service providers to identify and co-refer carers as appropriate and avoid duplication of efforts.

10. Follow the project’s marketing and communications strategy, ensuring all social, digital and print media are appropriately branded and marketed in the most effective locations.

11. Prioritise own workload to manage a defined case load of carers to be able to sustain appropriate levels of practical and emotional support to carers.

12. Attend regular meetings, training and events when required and work with wider Working for Carers programme team.

13. Ensure own knowledge and understanding of internal policies and procedures alongside relevant external strategies, policies and legislation.

14. Undertaking other duties relating to the ongoing development of the Working for Carers programme which may reasonably be required.

General

· To be committed to safeguarding and promoting the welfare of vulnerable adults and children.
· To always work within the philosophy and policies of Redbridge Carers Support Service comply with the Health & Safety at Work Act 1974 and with Redbridge Carers Support Service policy, paying particular attention to the reporting of dangerous situations.
· Ensure that sustainable development and adherence to gender equality and equal opportunities action plans, principles and agreed policies are embedded in the Hub’s project delivery. 
· To respect the personal choice and lifestyles of colleagues, carers, and people with care needs.
Person specification
Essential Experience

· Proven experience working in an employment & training and/or advice & information service providing employment-based support to vulnerable/high-need clients

· Demonstrable experience of having secured sustained job outcomes for vulnerable/high-need clients

· Experience providing practical, emotional, or therapeutic front-line support to vulnerable/high-need clients

· Proven experience of managing a caseload of vulnerable/high-need client database seeking employment and training opportunities
· Proven experience of developing and maintaining professional joint working relationships with other agencies.
· Experience of working in a targeted environment

· Experience of working effectively within a small, supportive team.
· Experience of co-ordinating and facilitating employability workshops including CV Writing, Interview Skills and Job Searching

· Presentation skills and the ability to deliver/facilitate employability workshops

Desirable
· Relevant experience of working within or closely with the voluntary/charity sector.
· Demonstrable experience of working with stakeholders based in numerous locations. 
· Experience of working on The National Lottery Community Fund and/or European Social Funded projects
Skills and abilities

· Excellent written and verbal communication skills

· Excellent interpersonal skills

· Ability to manage a variety of tasks simultaneously so as to meet agreed timescales, targets and deadlines 
· Excellent teamwork skills
· Meticulous attention to detail
· Numerate with the ability to use spreadsheets to record numerical data
· Effective liaison skills, including:

· Giving and receiving feedback

· Good listening skills

· Coaching skills

· Good proficiency of databases and Microsoft Office packages, namely Excel, PowerPoint, and Word.

· An ability to handle sensitive and confidential information with discretion
· Excellent time management skills with ability to use own initiative and work with limited supervision
Qualifications
· Relevant IAG (Information Advice & Guidance) Qualification or equivalent 

Knowledge
· Good knowledge and understanding of carers issues

· Good knowledge and understanding of the employment market across London

· Good understanding of data protection issues and safeguarding 
· Understanding of equality and diversity
· Good Knowledge of challenges carers face when seeking employment and/or training opportunities
Other Requirements
· Willingness to work outside of office hours as required
· Willingness to occasionally travel across 8 targeted boroughs to meet with carers, stakeholders, and the wider Working for Carers project team

Appointment to this post will be subject to:

· At least two satisfactory references being received, including one from the current/most recent employer 

· Enhanced Disclosure and Barring Service (DBS) clearance
