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Community Action Derby

Job Description

Employment Programme Officer

Reports to:
Employment Programme Manager

Salary:
NJC Scale 5

Hours:
37 per week.

Pension:
5% Employer’s contribution (increasing to 7.5% after one year’s service).

Job Summary: 
To deliver the employment programme contracts, with the main emphasis to support customers into work through provision of information, advice and guidance.



The EPO will also deliver group sessions, interview clients and be an integral part of the delivery of employment programmes.

Key Tasks and Responsibilities - Areas of Work:

1. Programme Delivery

a. Respond promptly to referrals and enquiries from prime contractors and/or Job Centre plus regarding potential customers or employment programmes as a whole

b. Interview referred customers for employment programmes following the prime contractor’s delivery model.

i. Interview customers and identify suitable action plan including job search activities

ii. Process enquiries from customers and provide written information where necessary

c. Delivery of group sessions as per the prime contractor’s delivery model.

i. To design and deliver group sessions for customers on employment programmes

ii. To monitor attendance and track changes

iii. To produce regular feedback on performance at team meetings

d. To provide on-going support to customers to support them into work

i. To match customers to vacancies and support with interview coaching and arrangements

ii. To track customers as per the delivery model, including once in employment

e. Enter all necessary data information in adherence to prime contractor’s delivery model.

i. Administer customer tracking procedures with follow up phone calls, letters and questionnaires

ii. Maintain records of customers to the required standard, ensuring they are up to date and meet auditable requirements 

iii. Process travel payments and maintain documents for audit requirements.

f. Prepare and provide reports to the EPM for benefit sanctions authorisation

2. Employer and placement engagement (all sectors) – Delivery Partners

a. Provide introductory contact with potential partners

b. With the EPM, provide information and advice to delivery partners.

c. With the EPM, engage in meetings and focus groups to inform service delivery partners of developments and support the EPM to gain partner input.

d. Promote the employment programmes through meetings and events

3. Staff responsibilities

a. Comply with all CAD policies and procedures, including Health and Safety and Equal Opportunities

b. Engage in regular staff and team meetings.

c. Engage in CAD task groups, where appropriate.

d. Undertake training and personal development as appropriate.

e. Maintain awareness of developments around Welfare to Work, to ensure aware of changes impacting on work.

f. Other duties appropriate to the nature and grade of this work as requested by the Line Manager

Signed: ………………………………………………….
Dated: ………………………..
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