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Community Action Derby

Person Specification

Employment Programme Officer
Essential Criteria:

1. Previous experience (at least 2 years) of working with unemployed people successfully supporting them back into paid work

2. Understanding of the benefit system, how to signpost appropriately and accurately and how to calculate better off in work figures.

3. Excellent interpersonal, verbal and written communication skills, able to communicate clearly with a wide range of people and use interview techniques appropriately to gather relevant information
4. Ability to match customers' skills, experience, aptitudes and aims to employers' requirements

5. Ability to deal appropriately and sensitively with people from all backgrounds, cultures and levels of education

6. Experience of delivering group sessions to a wide audience, focusing on removing real or perceived barriers to employment and raise aspiration
7. Ability to work effectively as part of a wider team

8. PC-literate, with in depth knowledge of Word, Excel and Internet applications

9. Excellent time management skills.  To coordinate and prioritise your workload to make sure deadlines are met and that an efficient and high quality service is provided
10. Methodical and accurate, able to maintain high quality and accurate records
11. Good general level of education to GCSE standard (including Maths and English) or equivalent.
Desirable criteria:

1. Experience of JCP Programmes.

2. 7302 qualification (or similar)
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