	 
	Essential 
	Desirable 

	Qualifications       
	GCSE level or equivalent in Maths & English 
 
 
	 
Teaching qualification 
Coaching  
 
Level 3 or above in Advice & Guidance or equivalent 
 

	Experience  
	Experience of supporting adults into work or towards employment 
 
Experience of supporting adults with disabilities and/or vulnerable people in a professional or personal capacity 
 
Experience of providing information, advice and guidance relating to employability 
 
Experience of developing strong working relationships with employers and external stakeholders  
	Experience in an education/ community setting

Experience of planning and delivering sessions

Experience of recruitment either in-house or within an agency.

Experience of conducting risk assessments


	Skills and Knowledge 
	 
Excellent interpersonal skills 

Ability to build effective working relationships with colleagues and wider stakeholders 

Good oral and written communications skills 

Ability to plan, organise and prioritise  
 
Excellent attention to detail  

Excellent report writing skills 

Comprehensive IT knowledge including word processing, excel spreadsheets  

Ability to build effective working relationships with colleagues and wider stakeholders 
 
Understanding of data protection and confidentiality  

Understanding of safeguarding 
 
Driving license or willingness to travel around the city as required.                                                                       
	 
Knowledge of vocational profiling 
 
Motivational Interviewing/ coaching techniques 
 
Labour Market Information for the local/ national area.   
 
Access to vehicle  

	Attitude  
	 
Positive and friendly outlook and enjoys making a difference  
 
Confident in approaching and working with new people 
 
Resilient  

Flexible & Adaptable 

Commitment to acting within the values of the college & wider LFT.  

Ability to work under pressure and prioritise effectively 

Commitment to maintaining confidentiality at all times 

Commitment to safeguarding and equality 
 
	  
                                              


The successful candidate will demonstrate the following:
 Essential
Qualifications required: GCSE level or equivalent in Maths & English.
 Experience required: Experience of supporting adults into work or towards employment; Experience of supporting adults with disabilities and/or vulnerable people in a professional or personal capacity; Experience of providing information, advice and guidance relating to employability; and Experience of developing strong working relationships with employers and external stakeholders. 
Skills and Knowledge required: Excellent interpersonal skills; Ability to build effective working relationships with colleagues and wider stakeholders; Good oral and written communications skills; Ability to plan, organise and prioritise; Excellent attention to detail; Excellent report writing skills; Comprehensive IT knowledge including word processing, excel spreadsheets; Ability to build effective working relationships with colleagues and wider stakeholders; Understanding of data protection and confidentiality; Understanding of safeguarding; and Driving license or willingness to travel around the city as required. 
The required Attitude is: Positive and friendly outlook and enjoys making a difference; Confident in approaching and working with new people; Resilient; Flexible & Adaptable; Commitment to acting within the values of the college & wider LFT; Ability to work under pressure and prioritise effectively; Commitment to maintaining confidentiality at all times; and Commitment to safeguarding and equality.
The following criteria are Desirable:
 Qualifications include: Teaching qualification; Coaching; and Level 3 or above in Advice & Guidance or equivalent. 
Experience includes: Experience in an education/ community setting; Experience of planning and delivering sessions; Experience of recruitment either in-house or within an agency; and Experience of conducting risk assessments. 
Skills and Knowledge that are desirable include: Knowledge of vocational profiling; Motivational Interviewing/ coaching techniques; Labour Market Information for the local/ national area; and Access to vehicle.

