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JOB DESCRIPTION

	Post Title: PLACEMENT OFFICER  ASK  \* MERGEFORMAT 

	Department:  Communities & Wellbeing
	Post No: 

	Division/Section: Bury Employment Support and Training
	Post Grade: 8

	Location:  Lodge House, Manchester Road Bury BL9 0DT
	Post Hours: 37 hrs

	Special Conditions of Service: 
Car Allowance payable

	Purpose and Objectives of Post: To support individuals with varying disabilities, conditions and mental health problems through guidance and work placed training to obtain and maintain suitable employment.

	Accountable to: Assistant Director (Operations)

	Immediately Responsible to: Manager, Bury EST

	Immediately Responsible for: Vulnerable Adults

	Relationships: (Internal and External)
Internal:
With all other Departmental staff

External:
      With users of the service, their families, carers and representative forums



                With relevant Government agencies eg Connexions, Employment Service, Bury College, etc.

                         With statutory agencies and providers, including Health agencies, GPs
  
                          With voluntary and charitable organisations


                          With employers and their representative forums



	Control of Resources: 
Control and maintenance of training equipment, resources and materials

	Duties/Responsibilities: 
Principal Duties: 

1. To complete and update vocational profiles in partnership with users of the service, their carers and/or representatives.
2. To produce and update a detailed job analysis by undertaking a variety of job roles to ensure a good job match for users of the service.
3. To devise, deliver and evaluate pre-vocational training courses for clients of the service.
4. To formulate and review individual training and development plans.
5. To provide workplace support to clients and implement training plans by working alongside individuals and providing 1:1 job coaching.
6. To canvass and meet with employers to negotiate placements, job carving and job opportunities and maintain contact through regular visits and support.
7. To work closely with employers to ensure that the work environment, terms and conditions are suitable for the user of the service giving particular regard to risk and health and safety issues ensuring required documentation are agreed and signed by all parties.
8. To provide education and advice to employers and other service providers to develop their understanding and awareness of disability and diversity issues both individually and through employer networks.
9. To support employers to develop and implement appropriate policies and procedures to recruit and retain a diverse workforce.
10. To co-ordinate, organise and implement provision of services from internal and external agencies for the wellbeing of clients.
11. To provide high levels of support to clients in regards to their health, financial, medical, housing, personal issues and welfare to enable them to sustain their employment where additional services are not available.
12. Crisis response and management of individual situations.
13. To plan and implement training programmes relating to users of the service travelling to and from their place of work.
14. To prepare and maintain accurate and confidential records for each client.
15. To promote a positive and professional image of the service at all times and to carry out duties in accordance with the Authority's equal opportunity policy, promoting the capability, dignity and rights of all users of the service.
16. To be responsible for your actions with regards to the health and safety of yourself and of your colleagues and clients.
17. To support and share knowledge gained with colleagues.
18. To advise, assist and implement benefit entitlements and changes, better off calculations, debt management, access to work provision, budgeting for clients.
19. To undertake basic skills screening as required and refer to relevant agencies and training providers.
20. To manage and prioritise own workload.
21. To maintain adequate financial records as required.
22. To participate in supervision/support sessions with the Service Manager and/or Employment Officers in order to facilitate personal and service development.
23. To participate in consultation meetings, conferences and marketing events, internal and external staff training as required.



	

	

	

	

	

	

	

	

	

	

	

	· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies. 
· Health and Wellbeing -As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR Communities and Wellbeing
JOB TITLE – Placement Officer
	CORE BEHAVIOURS FOR THE POST (Please tick those relevant)

	Commercial Thinking & Analysis
	
	Planning
	X

	Customer Service
	X
	Developing Self & Others
	X

	Delivering Results
	X
	Teams, Networking & Partnerships
	X

	Values, Ethics & Diversity
	X
	Adapting to Change
	X

	Delivering a Quality Service(Continuous Improvement)
	X
	
	


	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	NVQ Level 3 Recruitment consultancy or Learning  & Development or Advice & Guidance or equivalent
	
	X

	Demonstrable experience of securing employment outcomes for disabled and disadvantaged people
	X
	

	Demonstrable experience of working in partnership with a range of internal and external customers
	X
	

	Detailed knowledge of the barriers faced by disabled and disadvantage in accessing employment opportunities
	X
	

	Experience of a variety of IT systems
	X
	

	Target driven with the ability to work on own initiative and be self motivated to work over lengthy periods requiring concentrated mental attention
	X
	

	Excellent presentation, interpersonal and communication skills
	X
	

	To be a car driver with access to a car

	X
	


Contd. overleaf
CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:
	ASSESSMENT

METHOD
	CRITERIA

	Interview
	Ability to liaise effectively with individuals, employers and agencies

	Interview
	Training / presentation / negotiation skills

	Interview
	Ability to manage own workload and work on own initiative

	Interview
	Ability to assess individual needs, risk and Health & Safety issues


