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	1. JOB IDENTIFICATION

Job Title: Community Employability Officer

Responsible to: Workforce Employability Lead & Jobs in Health Steering Group

Department: Workforce Employability, Learning & Education

Directorate: Human Resources and OD


	2.  JOB PURPOSE

	
The aim of the Clyde Gateway (GC) Jobs in Health (CG JiH) Project is to promote NHS Greater Glasgow & Clyde (NHS GGC) as an employer of choice across the Clyde Gateway area, promoting current and future jobs and careers with NHS Greater Glasgow & Clyde (NHS GGC) and wider NHS organisations. The CG JiH project will contribute to the NHS GGC Widening Access Strategy by actively working across these communities to promote sustainable pathways to employment within NHS GGC. 

As an anchor organisation, the project will support NHS GGC’s Community Wealth Building priorities. This ambition will be supported with involvement of local housing associations, providing the opportunity to engage with their tenants. Community participation will be complemented by linking with a range of organisations across the area such as community centres, employability services, schools and advice centres. 

The postholder will provide enhanced community and stakeholder engagement, develop and deliver targeted employability activities with the aim of increasing successful applications to NHS GGC vacancies from the Clyde Gateway residents. Employability activities will include one-to-one & group information sessions and advice on NHS GGC vacancies; supporting the promotion, recruitment and pastoral care of Pre-Employment training programmes. The postholder will work in partnership with the CG JiH Employability Steering Group and Operational Working Groups to develop an engagement strategy for residents and local stakeholders which will increase awareness of jobs and careers in NHS GGC and understand and develop strategies to overcome challenges to recruitment with a view to increasing the number of residents employed within the NHS. 
The postholder will provide information on NHS GGC job vacancies, job families and careers paths, recruitment practices and promote NHS GGC as an employer across the area. The aim is to increase awareness of jobs and careers, increase successful applications and positive job outcomes for Clyde Gateway residents in NHS GGC. 
The  postholder is responsible for maintaining links between the Clyde Gateway NHS GGC Steering Group and NHS GGC with regular updates of vacancies, opportunities for Pre-Employment training and current / future skills and labour market demands


	3.  ROLE OF DEPARTMENT

	The Human Resources and Organisational Development Directorate provides a range of services to deliver a workforce that is fit for purpose, skilled, engaged and in the right place at the right time to deliver high quality and person centred care to patients.

The service acts as an enabling function providing all leaders with the necessary human resources support and expertise ensuring Human Resource processes that are effective and efficient to improve delivery of clinical care.  Operating through a Shared Service Model, and established Service Standard Arrangements, the Human Resources team supports the organisation by creating an employment framework within which the workforce can concentrate on delivering high standards of care to our patients. Working in partnership with staff representatives and trade unions to deliver the principles and practices of the national Staff Governance Standard the function ensures the consistency in application of the Board’s HR Policies and Procedures.


The Employability Team focus on the employer led workforce employability remit.  This remit includes:

· Leading and managing employer led employability initiatives across NHSGGC
· Providing highly specialist advice and consultancy to Senior Management Teams and service managers in relation to employability activity supporting delivery of the NHS GGC Workforce Plan and Widening Access to Employment Strategy. 

	4.  ORGANISATIONAL POSITION

	






	5.  SCOPE AND RANGE

	CG JiH project is a collaboration between NHS GGC and Clyde Gateway. The project will benefit from both a strategic Steering Group and Operational Working Group, both will provide support and expertise to the JiH project and will represent key stakeholders and partners. Both groups will facilitate and oversee direct links of the post holder to the Clyde Gateway communities and /or organisations that they represent. 
The post holder will be responsible for the following;
· Representing NHS GGC as an employer across the Clyde Gateway area, promoting current and future jobs and careers with NHS GGC and wider NHS organisations. 
· Undertaking high levels of partnership and stakeholder engagement, specifically with anchor organisations such as housing associations in addition to local employability organisations, education establishments and community / third sector groups.
· Connecting with individuals and groups across the community to share information on NHS GGC jobs and careers, with the aim of increasing interest and applications to NHS GGC vacancies from the local area. 
· Engaging with employability providers to raise their awareness of jobs & careers with NHS GGC with the aim of the information maximising information that is cascaded to people across Clyde Gateway. 
· Providing information and support to potential applicants for vacancies across NHS GGC.  
· Raising awareness of this group as a potential workforce to staff at all levels but with particular emphasis on senior and line managers



	6.  MAIN TASKS, DUTIES AND RESPONSIBILITIES

	Project Management & Evaluation
1. Development of the CG JiH project plan, in consultation with the Steering Group, to include key result areas, milestones and timescales, performance indicators, performance metrics and evaluation activity.  This will also include equalities impact assessment activity. 
2. Monitoring of project plan activity to identify milestone slippage, develop and implement appropriate corrective action in partnership with project stakeholder organisations
3. Contribute to the ongoing development of the CG JiH project in line with CG and NHS GGC objectives and strategies.  This will include exploring new methods of engagement e.g. using local housing associations’ existing tenant engagement activity.
4. Develop and implement mechanisms for increasing the participation of CG residents in the JiH project and target the local population for suitable NHS GGC vacancies.  This will include working with NHS GGC services to identify vacancies and developing and leading on programmes of activity to engage with CG residents and partner organisations. 
5. Promotion of CG JiH project across the Clyde Gateway area, raising awareness within the community and in partnership with a broad range of organisations.  This will include members of the Steering Group but will also extend into other community based organisations including schools, third sector organisations, churches etc.
6. Lead on the design and delivery of evaluation activity, in consultation with the Steering Group and any commissioned evaluation partner, in relation to the performance and sustainability of the CG JiH project. This will include establishing a programme of evaluation activity to track performance and feedback from the initial stages of the project to the final evaluation stage to ensure that activity, impact and progress of participant’s progress are tracked and monitored on an ongoing basis.
7. Maintain records of activities in line with project plan metrics.  
8. Maintain a CRM database (Upshot) of individuals interacting with the project, assessing their work status, job preference and relevant skills to use for communications around emerging opportunities for both learning / training and employment. 
9. Collate, analyse and report on project data.  This will include regular written reports and presentations to the Steering Group, Clyde Gateway and NHS GGC management teams and other stakeholder groups
10. Establish and maintain positive and effective relationship with a broad range of partners across a range of organisations and work collaboratively to achieve project outcomes. 

Community Engagement

1. Act as the NHS GGC employer representative within the CG community with a focus on increasing awareness of NHS GGC jobs and careers opportunities and pathways into these
2. Development of a community engagement strategy in collaboration with the CG JiH Working Group. The aim will be to develop a portfolio and calendar of engagement activities to target local people, and organisations that they connect with. 
3. Design and lead on all community engagement activities, setting agreed SMART targets with CG JiH working group. 
4. Deliver a portfolio of engagement activities including presentations and information sessions to groups (online or in person subject to regulations) at the agreed timescales. 
5. Providing information and engaging with employability practitioners to develop their awareness of the NHS as an employer with the aim of this being cascaded to their own client groups. 
6. Use and promotion of existing NHS GGC & NHS Scotland resources within the local community and community based organisations 
7. Updating resources and design of new NHS employability resources where required   taking into account any revision of NHS GGC policies and/or procedures. 
8. In partnership with local organisations, and Working Group, provide a point of contact for local unemployed people to advise on job opportunities and programmes of support for NHS GGC vacancies.
9. Maintain regular contact with the individuals engaging with JiH project to promote NHS GGC opportunities via most suitable method – phone, text or email to alert to such opportunities. 
Partner & stakeholder engagement 
1. Agree programme of activity with Working Group to co-ordinate engagement activities, to avoid duplication of effort of any activities and ensuring these are targeted to correct audience. 
2. Develop working relationships with CG JiH Working Group members to understand their project priorities, focus and areas of expertise and to maintain a positive partnership relationship and experience. 
3. Work in partnership with key officers at local housing associations to maximise project awareness utilising the HAs tenant engagement activities.
4. Develop partnerships and stakeholder engagement activity with new organisations that may benefit from CG JiH project. 
Project Delivery – Operational Activity
1. Design and deliver information and awareness raising sessions on NHS GGC employment opportunities, employability pathways, recruitment and selection practices and career development to a range of audiences which will include: local residents, employability partner organisations, DWP, SDS, schools, Early Years establishments etc. 
2. Design and deliver a programme of capacity building sessions specifically for CG employability organisations to increase knowledge and understanding of NHS GGC vacancies, application form and recruitment and selection processes. 
3. Design and deliver promotional activity and resources for CG JiH project opportunities to groups and individuals across Clyde Gateway area. 
4. Design and deliver support to groups and individuals on live NHS GGC opportunities which will cover insight into the role, understanding the application form and the knowledge and skills required, how to submit a relevant and competitive application and interview skills. 
5. Co-ordinating events for NHS GGC colleagues to promote NHS GGC careers and pathways. 
6. Referring and signposting individuals to employability, education and community development organisations for additional support in developing pre-employment skills and experience. 
7. Support the NHS GGC Employability Team with the recruitment for pre-employment training programmes with a view to increasing the number of CG participants on these programmes. This will include arranging and delivering information sessions, providing one to one information and guidance programme specifics and giving advice on pre-employment requirements (PVG etc.) 
8. Provision of pastoral and in-training support to CG trainees whilst participating in NHS GGC pre-employment training programmes. 
NHS GGC Team
1. Provide support to the NHS GGC Employability team and widening access activity, where capacity allows
2. Work alongside the Workforce Employability Officers to promote and deliver on NHS GGC Widening Access to Employment objectives


	7a. EQUIPMENT AND MACHINERY

	This post regularly utilises general equipment such as:
Telephone
Photocopier
Scanner
Printer		
Computer (PC/Laptop/Keyboard)
Display boards			
Overhead projectors			
Exhibition and pop-up stands


	7b. SYSTEMS

	On a regular basis post holder is required to use general information technology systems/packages including Intranet and Internet, Microsoft Word, Microsoft Access, Microsoft Outlook (email system), Microsoft Teams (video calls, Teams Channels, online training and information sessions), Power Point and Microsoft Excel. 
Clyde Gateway use UPSHOT CRM system and the post holder will be expected to use this for information recording. 
Post holder is required to utilise paper files and simple filing systems (manual and computerised) for notes/reports.
Post holder responsible for professional obligations in terms of the Data Protection and Freedom of information Acts.
To maintain professional training and development records in accordance with NHS GGC personal development and appraisal requirements.

Utilise range of local/national information sources used for health/social care data in the production of reports and funding applications.  
To ensure that up to date written and electronic records are maintained in accordance with departmental and organisational policies and procedures. 


	8.   DECISIONS AND JUDGEMENTS

	The post holder is required to operate autonomously on a daily basis including management of own workload, and provision of professional advice and guidance to other key agencies, partners and stakeholders along with NHS GGC service managers. 
The post holder is responsible for daily decision making regarding all afore mentioned aspects of the project.  This also includes the tailoring and provision of advice, support guidance and supervision to groups and individuals with any issues that may arise.
 The post holder is accountable for their actions and judgements. Practice is guided by professional and organisational policies, protocols, guidelines and procedures and the post holder is required to make decisions that are informed by the legal and ethical framework within which they operate.


	9.   COMMUNICATIONS AND RELATIONSHIPS

	Postholder is required to:
· Establish a robust communication network with CG JiH Working Group and Steering Group members, colleagues, local residents, partners and organisations relevant to CG JiH including Clyde Gateway, NHS GGC, DWP, employability providers, independent and voluntary sector and local schools / early year’s establishments – recognising potential differences in inter agency perceptions and working practice.
· To demonstrate effective communication, including use of employment skills and advisory skills to provide support, advice and motivation to individuals.
· Encourage and inspire individuals to consider the NHS as a potential place of work and support them to identify any barriers they may need to overcome, signposting them to additional support and offering additional support where appropriate. 
· Provide both formal and informal presentations to groups, and relevant partner agencies when requested.
· Record and inform outcomes and progress of individuals engaging with this project.
· Contribute to team meetings and Working/Steering Group meetings.
· Represent the JiH project and NHS GGC at local and national meetings pertinent to widening access to NHS employment and employability.



	10. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Significant levels of concentration is required in the delivery of this role particularly when working with individuals with complex barriers to employment, designing and delivering information and awareness raising content, producing reports and analysing data.  The postholder will also be expected to deal sensitively with personal and confidential disclosures from individuals in relation to their barriers to employment, applications for jobs and pre-employment checks and at times will be expected to deal with individuals presenting with difficult and troubled personal circumstances.  
A high degree of negotiation and influencing is required, especially when working with NHS GGC services who may be reluctant or feel unable to engage with the work of the Employability Team.  Breaking down barriers to engagement (both actual and perceived) is an important part of the role and requires the ability to establish and maintain positive relationships.  
Dependent on the setting of community engagement and project activities being delivered, on a daily basis, the post holder is required to work in the following conditions:
-	Working in isolation
-	Inclement weather
-	Making journeys by car or public transport to attend appointments at various locations.
- 	Flexible Working Locations including Working from Home as necessary 

Physical Skills
Computer skills.

Physical Demands
Regular use of computing equipment.
Lifting and carrying materials/resources/equipment - particularly when delivering training or
attending careers events
Regular travelling across Clyde Gateway area (Bridgeton, Dalmarnock, Camlachie, Oatlands, Rutherglen and Cambuslang and immediate surrounding areas)  and across the NHS GGC catchment area

Mental Demands
Retention and communication of specialist knowledge and information 
Post holder will have to deal with frequent interruptions that will require them to respond to requests for specific information and focus on a different task or activity.
Concentration required when reading/writing documents and reports, especially when working to tight deadlines.
Post holder is required to appreciate and understand other partner agencies working environment, limitations and agendas.  The post holder is expected, at times, to acquire an understanding of other agencies specialist area.
Management of conflict, competing deadlines and regular problem solving.

Emotional Demands
Working in partnership the post holder will encounter conflicting agendas between partner agencies and the need to work towards an agreed goal or outcome.

	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	To work across a diverse range of multi-agency partnerships to ensure the delivery of this project.  
Managing time effectively and prioritising workload to balance conflicting priorities to meet deadlines and recruiting service’s needs.
Effectively and independently manage a diverse, challenging and changing workload 
Operating independently 

	12,  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	Qualifications:
Educated to Degree level or demonstrable equivalent experience in employability and/ or NHS experience. 

Knowledge & Experience:
Specialist knowledge and experience of recruitment practices and challenges within the NHS, future work force and skills demands and an insight into the range of NHS careers and career pathways
Understanding of barriers to employment, local and national employability strategies and interventions and the range of support available to individuals and employers. 
Good understanding of Labour market, employer recruitment practices, job centre plus provision, employment agencies and local employability programmes
Experience of working at senior level. 
Knowledge of Equalities Act and the implications for widening access to employment initiatives
Understanding of health inequalities and their impact upon communities
Experience of working in a multi-agency project environment with partnership working
Excellent standard of communication skills (written and verbal), 
Experience of planning and organisational skills 
Experience of data analysis and reporting
IT skills
Presentation skills

Behaviours
Strong interpersonal skills with an ability to develop rapport quickly with applicants, colleagues, partners and maintain positive relationships  
Positive and enthusiastic approach to work
Ability to work within a team
Flexibility and adaptability
Tact and diplomacy
Genuine interest in employability and supporting people into employment
Ability to work independently and set own priorities.
Ability to reflect on and critically appraise own performance




Head of Learning & Education


Workforce Employability Lead


Workforce Employability Officer


Workforce Employability Officer


Community Employability Officer












