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Fleetwood Town Community Trust
This job description may be subject to revision following discussion with the person appointed and forms part of the contract of employment:

Job Title:

Employability & Kickstart Coach
Hours of Work:
15-20 hours per week, Monday to Friday (Evenings, Saturday & Sundays.


Hours determined by the needs of the service)

Contract Status:
Fixed Term for 10 months
Rate of Pay:
£13.00 p/h
Location:
Poolfoot Farm Sports Complex, Butts Road, Thornton Cleveleys. FY5 4HY.

Reports to:

Community Cohesion & Inclusion Manager
Purpose: 
To co-ordinate and deliver a varied programme of employability, health and wellbeing and social development skills through the Find Your Future initiative. Providing educational/employment and training outcomes alongside improvements in health and wellbeing for unemployed Wyre residents aged 16 – 65 who are facing multiple barriers to active participation. 
                                           The priority target group is residents of social housing and the More Positive Together Mentor at Regenda Homes will already have some clients who are ready to refer into the programme.
                                           This role will also co-ordinate recruited employees through the Government kickstart scheme, delivering mentoring and 1-1 support to enhance interpersonal and employability skills. 

Core Duties & Responsibilities: 

	•             Contribute proactively to the development and set up of the employability and life skills pre-employment programme. 
•             Co-ordinate and administer the Government kickstart programme.

•             Provide mentoring and Continuous Professional Development (CPD) for employees in kickstart roles. 
•             Facilitate the delivery of accredited employability awards and other relevant short courses e.g First Aid.
•             Enhance learner’s health, wellbeing, social development and independent skills.
•             Lead the creation of learner CV’s, mock interviews and Job search activities.
•       Be responsible for and effectively manage a caseload of learners undertaking the pre-                          employment programme.
•             Ensure learners understand the requirements of the programme.
•             Assess, monitor and mark learners work.
•             Deploy an appropriate range of facilitation and learning methods.
•             Refer individuals into Health and well-being programmes.
•             Complete and maintain individual learning plans and progress reviews.
•             At all times ensure that safe working practices are adopted in compliance with relevant                health and safety procedures.
•             Demonstrate commitment to equality of opportunity and treatment and comply with company policy and procedures and relevant legislation relating to equality and diversity.
•             Provide IAG and signpost learners where required.
•             Meet with local businesses to arrange work placements.
•             Source vacancies in job search sessions within the local market.
•             Support candidates to be self-sufficient in job search activity through coaching learners.
•             Relationship build / manage with external partners.



	Person Specification

	Qualities
	Essential
	Desirable
	Measure

	Skills and Qualifications
	Minimum of GCSE Level C or equivalent or above within English, Maths and ICT
	(
	
	Application

	
	Training and Mentor Skills
	(
	
	Application

	
	Good Presentation skills
	(
	
	Application

	
	Up-to-date Safeguarding and First Aid Qualifications
	(
	
	Application

	
	Developing relationships with participants and stakeholders
	(
	
	Application

	
	Strong interpersonal skills for communicating with a range of people and partners
	(
	
	Application & Interview

	
	Excellent planning, organisational & time-management skills
	(
	
	Application & Interview

	
	Competent IT skills (including Microsoft Office)
	(
	
	Application & Interview

	
	Ability to work under own initiative and meet timescales
	(
	
	Interview

	Knowledge and Experience
	Minimum of 2 years experience in a similar role
	(
	
	Application & Interview

	
	Experience of working within a Community focussed setting
	(
	
	Application & Interview

	
	Knowledge of the local Community needs
	(
	
	Application & Interview

	
	Understanding of safeguarding, health and safety and equality principles, policies and procedures
	(
	
	Interview

	
	Experience of data collection for monitoring and evaluation purposes. 
	(
	
	Application & Interview

	
	Experience of delivering educational projects and/or training to post 16 
	
	(
	Interview

	
	Experience of working with participants Not in Education, Employment or Training (NEET)
	
	(
	Application & Interview

	
	Experience of writing, developing and delivering educational lessons, workshops and/or session plans.
	
	(
	Application & Interview

	Other
	Full UK Driving Licence & access to a suitable vehicle for work
	(
	
	Application & Interview

	
	Positive attitude to work & dedication to making a difference
	(
	
	Interview


                                                     GENERAL RESPONSIBILITIES
Employee Relations
To  make  suggestions  to  improve  the  working  situation  and  contribute  to  positive  employee  relations within their area of work and Fleetwood Town FC as a whole.
   Health & Safety
To take reasonable care for the health and safety of yourself and other employees and members of the public who may be affected by your acts or omissions at work.
To comply with all aspects of the Fleetwood Town FC Health and Safety Policy and Arrangements, to enable the Company to perform its civil and statutory obligations in relation to Health & Safety.
    Customer Service
Identify and meet the needs of colleagues and our customers, focusing on initiating and welcoming contact and communication whilst striving to deliver first class customer service.
Recognise potential complaint situations and make effective steps to avoid and/or resolve these situations.
Self Development
To take responsibility for your own development and to help realize your own potential by undertaking any necessary internal or external training sessions in accordance with the Company’s Performance and Development Review Policy.
    Team Work
Ensure effective communication within your work team and across the Company whilst actively offering support and guidance as necessary.
Equal Opportunities and Harassment
To cooperate with measures introduced to ensure there is equality of opportunity in employment.  To
ensure understanding, awareness and compliance with the Company’s Equal Opportunities Policies.
To ensure that the working environment is free of sexual and racial harassment and intimidation and any other form of harassment constituting unacceptable behaviour which is personally offensive.
This document is a guide only and should not be regarded as exclusive or exhaustive.  It is intended as an outline indication of the areas of activity and will be amended in the light of changing needs of the organisation.
All employees may be required to undertake any other duties as may be reasonably requested.
