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London Borough of Camden
JOB PROFILE
Employment Project Officer
	POSITION TITLE: 
Employment project Officer 
	DIRECTORATE: Supporting Communities 


	
	DIVISION:
Regeneration and Planning

	
	SECTION:         Economic Development


	
	PAY LEVEL: Level 3 Zone 1

	REPORTS TO: Construction Contracts Manager 


This supplementary information for Employment Project Officer is for guidance and must be used in conjunction with the Job Capsule for Business Services
Job Level……3………….  Zone……1………  

Camden Way Category ………3……………………………
JOB PURPOSE 
The post holder will be required to use their initiative to complete tasks, including guiding and supporting team members in need of assistance. The role is based in a busy training centre environment and the Employment project Officer will need the capacity to manage their workload whilst providing a responsive service to callers, staff and trainees. The post holder will be required to develop and implement a range of systems and procedures solutions in support of the effective operation of KXCSC. 
Responsible for the effective collation and processing of financial and performance monitoring information.

Advise and guide staff in relation to effective monitoring of clients details and to develop and maintain robust financial and outputs monitoring systems 
In addition to the roles above this post will be required to deliver Information advice and guidance to Camden residents. This role will include having a case load of clients goal setting and action planning supporting residents from their transition into employment and training.   
The post holder will be required to liaise with various teams and partner agencies and coordinate front line reception and customer services at KXCSC. Key contacts are likely to include: 

· Trainees, job seekers and residents 

· Council officers 

· Partner agencies such as training providers and referral agencies 

· Construction industry employers 

· Local businesses 

· External providers of goods and services. 

These relationships and interactions will require excellent interpersonal skills and at times tact and sensitivity. 
Administrative functions will be carried out within clearly defined rules and procedures; however the post holder will be expected to work under their own initiative and with limited supervision.


MAIN DUTIES AND RESPONSIBILITIES


	1. Managing the Kings Cross construction administration and finance services  including coordinating reception services and booking systems for meetings, training programmes and advice sessions, ensuring that the office equipment, building and training facilities are fully functioning, liaising with maintenance, service contractors and suppliers as appropriate. 

.

	2.To take full responsibility for the day to day management and reporting of the operational outputs performance and monitoring for key funders.   



	3.To lead on the organisation and scheduling of training and certification programmes delivered at KXCSC e.g Construction skills certification scheme sessions.  

	4. To provide specialist construction Information advice and guidance to a case load of local residents including action planning and reviews.



	5. To work with other other council finance officers to ensure that the requirements of camden’s financial regulations are met.  

	6. To ensure that high quality monitoring information is submitted to deadlines set by the KXCSC team and associated programme partners. The post holder will be responsible for advising the KXCSC team and associated programme partners on how monitoring systems can be enhanced to better meet the need for high quality, accurate and timely information.     

	7. To take the lead in ensuring that documentation used is fully compliant with service and funding requirements and that all data required is entered onto the MIS in compliant.

	8.To ensure that high quality monitoring information is submitted to set deadlines by the KXCSC team and associated programme partners.  The post holder will be responsible for advising the KXCSC team and associated programme partners on how monitoring systems can be enhanced to better meet the need for high quality, accurate and timely information.

	9. To purchase goods/services on behalf of KXCSC within authorised limits on expenditure and overall monthly expenditure, submit monthly purchase logs, receipts/remittances, statements of accounts and any related documentation to the finance officer in a timely manner and in accordance with procedures. 



	10. To develop awareness amongst local residents about construction job and training opportunities arising from the King’s Cross development through community outreach activities, events and job fairs.


	11. To organise events and seminars for the KXCSC team including booking of venues, designing flyers/posters, ‘mailshots’, coordinating responses to invitations, registration, assisting in running the events on the day and ensuring full records of information pertaining to the events are collected and collated. 



	12. To manage the administration apprentice setting goals and targets, reviewing performance and developing a training plan to suit their individual needs  

	13.  To lead in  the management and supervision of the apprentice administrator, including setting tasks milestones and reviewing performance.

	14.Provide careers information to Camden residents including hosting construction trade specific career workshops, employability skills.

	15. To develop awareness amongst local residents about construction job and training opportunities arising from the King’s Cross development through community outreach activities, events and job fairs.


	16 .To work with local employers to gain their commitment to employing, mentoring and progressing the development of local unemployed people


WORK ENVIRONMENT
	The post holder is required to work flexibly, adjusting their own and others’ workloads
 to meet individual work targets and the priority demands of the team. The post holder 
will be based in the KXCSC dealing with members of the public, construction industry 
businesses and partner agencies. 

The Employment Project Officer will work with staff across various teams and functions within KXCSC to support the delivery of services. The post holder will
 work as part of the KXCSC team which will require knowledge of specific 
administrative processes and Information advice and guidance  to support the work 
of KXCSC e.g. management information required by funders. They will also require
 an understanding of the services available to support trainees and jobseekers, and 
some understanding of the needs of construction industry employers. 
The Employment support officer will have a case load of Camden residents providing 

them with specialist  construction related information advice and guidance.
The post holder will mainly be based in an office environment but will attend off site
 meetings, events and seminars. The post holder may be required to attend evening 
meetings or other out-of-hours events on occasion; reasonable notice will be given.




WORK CONTEXT 


The post holder will be required to use their initiative to complete tasks, including guiding and supporting team members in need of assistance. The role is based in a busy training centre environment and the Employment Support Officer will need the capacity to manage their workload whilst providing a responsive service to callers, staff and trainees. The post holder will be required to develop and implement a range of systems and procedures solutions in support of the effective operation of KXCSC. 
In addition to the roles above this post will be required to deliver Information advice and guidance to Camden residents. This role will include having a case load of clients goal setting and action planning supporting residents from their transition into employment and training.   
The post holder will be required to liaise with various teams and partner agencies and coordinate front line reception and customer services at KXCSC. Key contacts are likely to include: 

· Trainees, job seekers and residents 

· Council officers 

· Partner agencies such as training providers and referral agencies 

· Construction industry employers 

· Local businesses 

· External providers of goods and services. 

These relationships and interactions will require excellent interpersonal skills and at times tact and sensitivity. 
Administrative functions will be carried out within clearly defined rules and procedures, however the post holder will be expected to work under their own initiative and with limited supervision.
QUALIFICATIONS



Essential:
· Study towards an NVQ level 4 in Advice and Guidance 

KNOWLEDGE


Essential: 
· Knowledge of financial and budgetary monitoring systems 

· Knowledge of funding programme management and monitoring processes and procedures. 

· Knowledge and understanding of equal opportunities and diversity issues
· Detailed knowledge of the barriers that people face in relation to employment including knowledge of employment practices and unemployment benefit legislation.

· Demonstrable knowledge and understanding of employer need for work ready staff and the issues facing new recruits when entering the labour market after a period of unemployment.
· Good understanding of administrative systems and procedures including monitoring, financial and management information systems. 

· Detailed knowledge of the construction industry including the varying career opportunities that are available.

· Detailed and up-to-date knowledge of Job search and motivational skills programmes

· Demonstrable knowledge and understanding of employment recruitment practices and or training provision

· Detailed knowledge of the barriers that people face in relation to employment including knowledge of employment practices and unemployment benefit legislation.

· Ability to use information technology specifically word processing skills, EXCEL and email

Desirable:

· Understanding of skills and employment services and issues facing job seekers and employers. 

· Demonstrable understanding of the importance of tailoring vocational and pre-employment training to the needs of employers so local residents has the relevant skills demanded by industry
SKILLS



Essential:

· Ability to deliver a high standard of customer care to both internal and external customers.

· Ability to communicate effectively both orally and in writing including the ability to prepare and present reports and presentations to wide audiences including employers, employees and unemployed.

· Ability to offer careers counselling to job seekers advising on best routes to employment and training

· Ability to prioritise, set and achieve own targets and work without direct supervision

· The ability to raise awareness among the residents of Camden and Islington of employment opportunities offered in the construction sector

· Ability to draft correspondence and briefing notes, and to produce coherent minutes from complex meetings within required deadlines. 

· Excellent practical application of IT systems and software packages, including spreadsheets, databases and presentation programmes. 

· Ability to set up and maintain information systems, both electronic and manual, with the ability to collate, manipulate, analyse and present data. 

· Ability to work on own initiative, and to plan and prioritise work to manage conflicting priorities, meet delivery deadlines and targets. 

EXPERIENCE


Essential:

· Experience of providing high quality administrative support in a busy office environment. 
· Experience of working with employers, ideally in the construction industry, to identify their recruitment needs, negotiate training & employment opportunities and develop programmes to encourage employment sustainability.

· Experience of providing and coordinating customer care and reception services. 

· Excellent organisational skills, including a proven ability to make appointments and booking staff on conferences, arrange meeting and collate documents. 

· Experience of developing and maintaining office systems including complex Excel and database systems. 

· Financial and performance monitoring including the delivery of agreed outputs

· Producing financial information e.g. budgetary control statements in easily accessible formats.

· Experience of working with employers, ideally in the construction industry, to identify their recruitment needs, negotiate training & employment opportunities and develop programmes to encourage employment sustainability.

· Experience in dealing with local residents facing or at risk of exclusion from the labour market or training provision.

Desirable:
· Experience of working with employers, ideally in the construction industry, to identify their recruitment needs, negotiate training & employment opportunities and develop programmes to encourage employment sustainability.

· Experience of promoting and maintaining productive relations with a variety of individuals and organisations such as the community, contractors, partner agencies, other departments, voluntary groups and the private sector to ensure the effective implementation of projects or training.
Camden Way Five Ways of Working

In order to continue delivering for the people of Camden in the face of ever increasing financial pressure, we need to transform the way we do things. We call this the Camden Way. The Camden Way is a key part of our transformation strategy often referred to as the transformation triangle which links the Camden Plan, the Camden Way and the Financial Strategy together.

The Camden Way illustrates the approach that should underpin everything we do through five ways of working: 

· Deliver for the people of Camden

· Work as one team

· Take pride in getting it right

· Find better ways

· Take personal responsibility 

For further information on the Camden Way please visit by clicking HERE
APPENDIX

STRUCTURE
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Construction Contracts Manager


 (PO4)





Project Support Officer/Trainee Advisor TBC





Business Admin Apprentice









