my AFK (Formerly Action For Kids)
JOB DESCRIPTION

Job Title:
Employment Broker / Co-ordinator
Reporting To: 


Life & Work Manager
Staff Responsibility:

None
Salary:
Dependent on Experience, including London weighting
Location:



Hornsey, London N8 9DJ

DBS:
This post is subject to an enhanced criminal record check under the arrangements established by the Disclosure and Barring Service.


Context of Job
my AFK is a national charity helping young people with disabilities to develop their independence and find employment. Our vision is a world where all people living with a disability get to lead the life they choose.  As part of this we provide bespoke employment skills training and organise work experience across North London.  At a national level, we provide mobility equipment not available on the NHS for disabled children and young people up to the age of 26.
Job Purpose 
To support our young people aged 18+ with learning disabilities to progress towards and into employment. The role will be to primarily liaise with employers and brokering new opportunities for supported and unsupported employment.  You will also work with trainees assessing their employability skills and place young people into employment, voluntary roles and work placements.  Specialist one to one job coaching will be required to enable trainees to progress towards their own goals and objectives.

Working Conditions

The post is 35 hours a week, normally between 9.30am – 5.30pm. The post holder may be expected to work some evenings and weekends as required by the job. There is a TOIL policy.
Principle Responsibilities
1. Engage with employers to create employment, volunteering, work tasters and work placements.
2. Secure employment, voluntary work, work tasters and work placements for individuals to support their work journey.

3. Develop and maintain knowledge of the local labour market and opportunities relating to employment, work tasters, work placements and volunteering.
4. Develop and maintain effective working relationships with local employer groups, statutory, voluntary and private organisations to support the development of suitable opportunities.
5. Provide training / advice to employers as required.

6. Provide intensive 1:1 support in all aspects of employment support.
7. Work with a caseload of individual young people to identify and support their aspirations for future employment.
8. Identify any financial implications for individuals related to part time employment and disability benefits. 
9. Work closely with AFK’s Volunteers Manager to match appropriate volunteer support for individual young people in the workplace.
10. Support young people to enhance their employment skills and link them to appropriate training.

11. Support young people in the work place as required.

12. Refer young people for specialist advice and support where appropriate 

13. Monitor the progress of individuals and keep appropriate records.
14. Formulate plans to enable young people to achieve their goals.
15. Deliver / co-ordinate coaching / training as required.
16. Undertake necessary administrative duties relating to the role.
17. Undertake learning and development as identified through regular appraisals and reviews.
18. Carry out other duties as deemed appropriate to the post by the Executive Director of Services and the Life & Work manager.
Person Specification – Employment Broker / Job Coach
	              Criteria
	
	Essential
	Desirable

	Education
	Good standard of literacy and numeracy
IAG qualification Level 3/4
	(
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	Experience and Knowledge
	A successful track record of placing people into employment.
Experience of working directly with employers.
Experience of working with people with learning disabilities.

Extensive knowledge and understanding of the issues facing people with a learning disability particularly those relating to employment.
Thorough understanding of how to work in a person-centred way.

Experience of building effective relationships within a wide range of different contexts eg young people, families, employers, statutory agencies.

Experience of coaching people for employment.
Equal opportunities policy and practice.

Safeguarding young people and vulnerable adults.
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	Skills and Abilities
	Able to communicate effectively with employers, professionals, young people, families and carers.

Able to form friendly and supportive relationships with young people.

Self organisation and self motivation

Able to develop and maintain appropriate record keeping systems.

Able to use relevant IT
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