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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 


	Get Oldham Working Programme Officer

	Directorate:  
	Children & Young People
	Division/Section: 


	Employment and Skills

	Grade:  


	Grade 6
	JE Reference:
	9551


	Job Purpose:
To contribute to achieving the Get Oldham Working outcomes and effectively contribute to progressing residents into work related activity, including employment, training and education. This post will support the associated work streams including the project management of new interventions as part of programme’s expansion.



	Key Tasks:

	Manage a case load of clients and actively support their transition into meaningful employment, training and work experience through the Get Oldham Working campaign. 
Develop effective working relationships with clients to best support their transition to employment, ensuring opportunities sourced are appropriate and beneficial. 

Design and deliver both group and one-to-one activities as part of client interventions including initial assessments and inductions with the Council and its client organisations.
Support the identification of individual learning needs of clients and plan training and other interventions as appropriate.
Maintain a record of a client’s training, development activity and other key discussions / interventions in the course of their engagement with the Get Oldham Working campaign.
Provide support for the client in achieving sustainable personal progression.

Identify opportunity for and facilitate presentations and information day activities in the promotion of the scheme either to clients or external organisations.
Promote the creation of opportunities within the Council through direct engagement with service managers, articulating the benefits of the scheme and providing support to the recruitment process as required. 

Develop effective processes associated with the programme including: 

· Recruitment processes for Get Oldham Working opportunities;

· Induction and training; 

· Placement monitoring and evaluation;

· Other key HR and Payroll processes linked to the programme.

Promote and ensure compliance with HR policy, Council practice and the Get Oldham Working scheme requirements, in all activity associated with the programme. 

Establish and support mechanisms for the effective reporting of programme performance and evaluation to the Programme Board and partner stakeholders.



	Collaboration

	Actively seek employment and training opportunities by building and maintaining successful relationships with partners, stakeholders and agencies in the public, third sector and as appropriate, the private sector.

Contribute to the communication of the vision and values of the scheme and Council to a broad range of stakeholders.

Act as an ambassador for the Council and the scheme, promoting excellent external relations by representing the Authority at local and national events as required. 



	Political Engagement

	Develop strong working relationships with elected members; as appropriate, providing high level advice and support to them that will contribute to the programme’s performance.

To work closely and effectively with elected members to translate visions and priorities into achievable strategies and policies as appropriate in consultation with key partners and stakeholders.




	Standard Duties:

	

	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, finance, ICT, safeguarding and health & safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.



	Contacts:

Elected Members of Oldham Council and Greater Manchester constituent district authorities, Members of Parliament, Chief and other Officers of Oldham MBC and Greater Manchester constituent district authorities, members of the public, key stakeholders and partner organisations, Government Departments and other Local Authorities, agencies and organisations.




	Relationship To Other Posts In The Department:



	Responsible to:  

	Principal Officer – Economy and Skills

	Responsible for:
	Apprentices and Trainees within the service


	Special Conditions:

N/A



	Values and Behaviours:

	We have a clear set of values that outline how we do business. We share these Borough-wide with our residents, partners and businesses:

· Fairness - We will champion fairness and equality of opportunity, and ensure working together brings mutual benefits and the greatest possible added value. We will enable everyone to be involved.

· Openness - We will be open and honest in our actions and communications. We will take decisions in a transparent way and at the most local level possible.

· Responsibility - We take responsibility for, and answer to our actions. We will encourage people to take responsibility for themselves and their actions. Mutual benefits go hand-in-hand with mutual obligations.

· Working together - We will work together and support each other in achieving common goals, making sure the environment is in place for self-help.

· Accountability - We recognise and act upon the impact of our actions on others, and hold ourselves accountable to our stakeholders.

· Respect - We recognise and welcome different views and treat each other with dignity and respect.

· Democracy - We believe and act within the principles of democracy, and promote these across the borough. 

	Internally we’ve translated these values into five Co-operative behaviours which outline the priority areas of focus for staff at all levels.
· Work with a Resident Focus

· Support Local Leaders

· Committed to the Borough

· Take Ownership and Drive Change

· Deliver High Performance 

More information around our Values and Behaviours can be found on our Greater.Jobs pages.




	
	DATE
	NAME
	POST TITLE

	Prepared
	May 2014
	Helen Wills
	Interim Economy and Skills

	Reviewed
	Jan 2018
	Jonathan Phillips
	Principal Officer (Economy and Skills)

	Reviewed
	
	
	

	Reviewed
	
	
	

	Reviewed
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PERSON SPECIFICATION

Job Title:  Get Oldham Working Programme Officer (Grade 6)
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Literacy and numeracy sufficient to undertake the tasks and duties of the role


	A project management qualification, such as PRINCE II

Level 4 qualification in IAG (Information, Advice and Guidance) or working towards
A qualification in education, such as PTTLS or similar

	AF/I

AF/I

AF/I


	Experience


	Experience of working with individual clients and organisations to establish effective relationships. 

Experience of working within an employment focussed service, supporting a client’s transition into meaningful employment or training.   

Experience of successfully delivering projects to meet stated objectives, determining milestones and adjusting project plans over time to ensure delivery remains on track.
Experience of investigating, analysing and evaluating information/data to draw conclusions and produce reports, statistics and other documents. 

Experience of reviewing, developing systems and processes, to increase efficiency and performance.
Experience of conducting recruitment interviews, briefings and training sessions. 
Experience of giving advice and guidance tailored to the situation and appropriate to the relevant audience 

Experience of establishing and maintaining professional working relationships to facilitate the achievement of team objectives

Experience of thinking strategically and converting thinking into sustainable benefit

Experience of working with partners within the public, private, education and third sectors. 
Experience of developing performance measures and reporting to stakeholders. 


	Experience of working in a HR / Recruitment environment and undertaking duties of this nature. 


	AF/I
AF/I
AF/I
AF/I

AF/I

AF/I

AF/I

AF/I
AF/I
AF/I
AF/I


	Skills & Abilities


	Developed interpersonal skills, with an ability to build strong relationships

Ability to support the team members, delivery partners and stakeholders

Ability to deliver high impact outcomes
Communication skills to compose and write correspondence, reports, presentations and other documents appropriate to the intended audience

Ability to be methodical, thorough and have attention for detail

Initiative to work proactively to solve a range of problems and plan activities to utilise effectively the resources allocated to the service

Analytical skills to investigate and interpret complex information and evaluate information to determine risk and make recommendations for future action

Organisational skills to prioritise and re-prioritise own workload and working under pressure to take into account potentially conflicting deadlines

	
	AF/I
AF/I
AF/I
AF/I
AF/I

AF/I
AF/I

AF/I


	Knowledge


	Knowledge of Public Sector Reform and current policy 
Knowledge of the economy and skills landscape
An understanding of challenges surrounding connecting capital regeneration and employment activities

Knowledge of implementing management processes and systems

An understanding of the types of activities undertaken within local government to provide a range of different services for its customers and an understanding of the pressures and challenges on local authorities in deliver them.
Knowledge of change management and techniques to support employees through periods of change.


	
	AF/I
AF/I
AF/I

AF/I
AF/I

AF/I



	Work Circumstances


	Able to travel to different sites across the Borough

Able to work outside of normal office hours on occasions

	
	Interview
Interview



NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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