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	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – Keeping great service delivery at the heart of everything we do
· Personal Growth – Learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Car leasing schemes
· Essential Monthly Car User Allowance*

For further information about all the benefits we offer, please click HERE.


	About the Job 

	Working under the direction of the Supported Internship Programme Team Leader, the post holder provide work related support to individuals participating in the Supported Internship Programme. A key focus will be to assess and provide support to individuals with a disability or learning difficulty and help the intern develop the skills to perform and learn the work tasks of the Supported Internship through job accurate, efficient and safe guidance. The post holder will also assist with helping the individual acclimatise to their work environment and, in partnership with the tutor, provide support within the learning environment to enable the individual to progress and achieve the identified outcomes.

More specific responsibilities include:
· Responsible for assessing clients with disabilities and learning difficulty/other individual's needs to enable them to achieve outcomes in their chosen internship using established assessment systems. Quickly gain a good understanding of the skills and abilities of each individual and the type of vacancies they are best suited to.  
· Responsible for matching employment and educational opportunities with people's requirements and use job matching skills to determine suitable employment opportunities, including sector based/bespoke opportunities.  To perform specific work environment analysis, job analysis, task analysis and job matching activities. Assist with the induction and development of the intern and supervise them on a day to day basis as required.
· Working with the Employment Liaison Officers to develop and maintain effective working relationships with local employers in order to engage and secure sufficient and realistic employment opportunities for the interns. To undertake effective job matching and preparing individuals for interview or assessment, including one-to-one and group sessions such as pre-screening sessions with interns.  To provide travel training where appropriate.
· Acquiring or complete premises and work task risk assessments where appropriate.  To identify reasonable adjustments and assistive technology if required.  To support individuals in obtaining resources necessary to succeed in employment.
· Acting as a key contact within the workplace for participants and employers, which will include undertaking visits to employer premises.  To learn the business culture for each organisation and communicate effectively with intern and employer. To support interns to be successful in their employment, provide an appropriate level of support and guidance in the workplace as agreed by the project team, which may involve provision of on-the-job training in workplace settings for individuals or groups.
· Implementing support plans which will enable the interns to become competent in work and related skills and to provide high quality support within the learning environment. To sign post any safeguarding/clients concerns identified in to relevant HBC or other bodies i.e. Social Work Team etc
· Raising awareness of people with disabilities within the business, and the skills, strengths and assets they can contribute to the business community. To facilitate other workers to become confident in working with and supporting interns to carry out their duties.  This will provide more intense support for particular work tasks.
· Liaising with the Adult Learning and Skills Tutors, providing a link between the employer’s needs and the training, with particular attention to any literacy, numeracy, physical and emotional needs.  This will be achieved by supporting learners within English, maths, employability, personal development and tutorial sessions liaising with the Adult Learning and Skills Tutors to relate the sessions towards the intern’s individual work placements. To ensure interns are able to meet or exceed performance expectations.
· Ensuring that all relevant skills and recruitment opportunities are disseminated to interns and that the training and qualification requirements, as determined by the employer, are clearly translated. In this way, employers will be presented with job ready candidates who have been carefully job matched and coached to the available opportunities. This will ensure that successful and sustainable employment outcomes are maximised and the customer and employer satisfaction is achieved.
· Communicating effectively with all staff, employers, colleagues, family members, tutor and to provide constructive feedback for interns, colleagues and employers.
· Keeping accurate and timely records of job coaching support provided, which may be in electronic format and, where necessary, paper based.  To competently use the in-house Customer Relationship Management system (CRM).
· Providing qualitative and quantitative data and information to management. To create regular reports and effectively disseminate the information to the project team.  To contribute progress reports and good news stories for inclusion in regular bulletins and newsletters. Gather evidence of how the interventions with the team have provided benefit to individuals.
· Being prepared to work across the borough as necessary, including undertaking employer visits.
· To work within the policies and frameworks set out within the Employment, Learning & Skills Division and Halton Borough Council.
· Undertaking any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job. 



	About You

	You will have Functional Level of  literacy and numeracy skills (Level 2) or willingness to achieve and be   
Educated to Level 3 in Additional Learning Support or  training qualification (eg PTLLS) or care related discipline or equivalent level of experience in the employment, training or care sector

In addition you will have:
· Experience of working with young people and/or adults with learning difficulties and disabilities in an workplace or educational setting and experience of mentoring and coaching, particularly in relation to learners with learning difficulties and disabilities
· Experience of working on employability or training programmes to assist people into or back to work and experience of working with Employers
· Experience of job searching/job matching using a variety of tools, methods and resources both 1:1 and group sessions  
· Experience of effective team working to achieve results and knowledge of government or local initiatives available to employers  
· Understanding of government and other funded programmes for Supported Internships, supported employment, etc and knowledge of equality and diversity issues
· Knowledge of the legal responsibilities concerning the safety and welfare of the interns in order to recognise and act on issues that may emerge
· Analytical and problem solving skills e.g. being able to match employers’ requirements with those of interns and the ability to communicate effectively with a wide range of audiences e.g. young people and adult interns, tutors, HR managers, Employment Advisors, (oral/written)
· Commitment to safeguarding and promotion of the welfare of young people and adults
· Well organised and disciplined e.g. effective diary and time management  
· Self-motivated and able to work under own initiative
· IT skills including use of database, spread sheets, word
· Ability to develop and maintain effective working relationships with employers, young people and adults with learning difficulties or disabilities and partner agencies  
· Able to travel across the borough


The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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