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Job Description

Job Title: 


Employability Coach 


Responsible to: 

Deputy Manager 
Salary: 
£23,526 pro rata, this post is for 21 hours per week fixed term until 31st March 2022
Location:
Edinburgh City Centre
OVERVIEW 

This role is funded through the Parental Employability Support Fund, a Scottish Government investment to the Tackling Child Poverty Fund. The investment will offer help for parents in two areas: person centred help to address parents’ barriers to work and help meeting the increasing challenge of in-work poverty. The aim of this fund is to provide support specifically to young parents under the age of 25. 
PURPOSE OF THE JOB
To develop and lead on an employability service specifically for young parents under the age of 25 who are currently unemployed. Using a person-centred approach, the Employability Coach will support young parents through a programme of individual support and groupwork to break down barriers and help them to move into employment or training. The Employability Coach will be responsible for the overall development of the programme and opportunities for young parents as well as establishing, building, and maintaining partnerships with local organisations. This role involves direct support and whilst primarily based at Canongate Youth some of the role will involve outreach work. 

PRINCIPAL DUTIES
Services

· Responsible for delivering high quality, safe, fun, nurturing, empowering direct work with young parents in a trustworthy manner. 

· Work in partnership with Capital City Partnership to meet the targets and outcomes set within the contract. 
· Lead on the development and delivery of an innovative and holistic programme of activities for young parents which aims to aid their progression into employment along the strategic skills pipeline.
· Liaise and build relationships with partner organisation to develop a strong referral process to programmes. 
· Ensure all necessary documentation is completed, and systems are adhered to, fully and timeously in line with funder’s rules, funding contracts and audit requirements. This includes maintaining up to date accurate records on the City of Edinburgh Council’s integrated employability database (‘Caselink’).
· Responsible for monitoring and evaluation of impact and outcome of your work.
· Take a lead role in establishing, building and maintaining partnerships with local organisations and relevant services. 
Reputation
· Responsible for maintaining positive relationships with stakeholders and partner organisations.
· Maintain close relations and involvement with other parts of CY to uphold the values and ethos of the organisation.
· Responsible for promoting your projects across digital and media communications. 
· Represent the organisation at funder and relevant partnership events. 

Funding
· You will have a role in applying for funding up to £5000 to support your work.
Budget responsibility
· You will be involved in making budgetary decisions for your projects and support the Deputy Manager to manage smaller budgets for individual projects.
Management 
· Responsible for supporting and encouraging volunteers.
· You will complete administration in line with guidelines and use database to record interventions and measure the impact of work.
Buildings and Infrastructure
· Some responsibility for making sure our buildings and grounds are maintained and fit for purpose.
· Some responsibility for our equipment  
Governance
· You will share responsibility with our team on making sure we’re compliant with legislation.
Supervision Received
The post holder is directly responsible to the Deputy Manager who will provide guidance and direction, as well as support and supervision, and ultimately to the Board of Directors who are responsible for the appointment and conduct of all staff. 
Special Conditions

The post is part time and the daily hours of work are generally 9am – 5pm, although, on occasion, these may vary subject to the demands of the service.  Any offer of the position is conditionally based on receipt of two suitable references and membership of the Protection of Vulnerable Groups Register with Disclosure Scotland. The post will also be subject to a probationary period.   
Person Specification – Employability Coach 
	
	ESSENTIAL
	DESIRABLE

	Knowledge


	· Understanding of the social issues impacting on young unemployed parents.
· Familiarity with Strategic Skills Pipeline and Employability Provision within City of Edinburgh 

· Understanding of employment issues and barriers 
· Knowledge and understanding of local labour market and employers.
· Knowledge of benefits and support available for parents entering work. 
	· Relevant qualification in a related discipline 

· Knowledge of relevant local agencies



	Experience
	· At least three years’ experience of working with young people; especially aged 16-24 years

· Experience of designing, implementing and evaluating group work programmes
· Experience of employability work 
· Experience of working with young parents who face multiple barriers to progression 

· Experience of communicating with young people on digital platforms

· Experience of providing individual support using coaching methods
	· Experience of partnership working

· Experience of working 
in the voluntary sector

· Experience of recruiting, supporting, training and supervising volunteers

· Experience of using databases to measure impact in particular Caselink 
· Experience of delivering, marking, and verifying SQA qualifications (with assessor qualifications)
· Experience of outreach work 


	Skills
	· Proven ability to inspire and motivate others

· Able to communicate clearly and effectively
· Coaching skills 

· Ability to build relationships with young parents 
· Able to manage a caseload, prioritise and work under pressure
· Able to work on own initiative and manage own workload.

· Appropriate IT skills
	· Dealing with difficult and challenging behaviour 
· Monitoring and evaluation skills
· Digital Media Skills 

	Additional
	· Enthusiasm and vision for the aims and values of Canongate Youth
· Commitment to promoting equality, diversity and empowerment of children, young people and families
	· Drivers licence
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