
YOUTH EMPLOYMENT INITIATIVE ADVOCATE
Actes has a portfolio of services united by our expertise in identifying the needs of the individual, genuine engagement, and developing innovative solutions to widespread problems. 
To support a caseload of Youth Employment Initiative (YEI) participants to help them build resilience, overcome barriers to economic inclusion and move towards sustainable employment and financial wellbeing.  To contribute to the development and successful delivery of the YEI programme and a ‘one team’ approach, so that participants receive a high-quality, holistic service which enables them to prosper and fulfil their potential.
________________________________________________________________________________

JOB DESCRIPTION – YOUTH EMPLOYMENT INIATIVE ADVOCATE

Reports to:

Contracts & Project Manager 

Job Purpose:
To engage with 15-29 year olds engaged and referred to the YEI programme to provide intensive one to one support mentoring support, progressing them into education, training and ultimately employment. 
‘This post is funded through ESF and the Youth Employment Initiative (YEI) as part of the 2014-2020 European Structural and Investment Funds Growth Programme in England’
Duration: 
The duration of this project is from 1st October 2015 to 31st July 2018.
	          Duties and Responsibilities



	1. To engage and recruit onto the YEI programme, young people aged 15-29 year old and provide one to one support to address barriers and progress into employment opportunities.

2. Provide impartial information, advice and mentoring support on a wide range of issues affecting YEI beneficiaries.

3. To provide a brokerage and advocacy service for the client group to help them move into learning, training and ultimately employment.
4. Liaise with other referral and support agencies 
5. Develop individual action plans for the client and measure progress against agreed targets, ensuring case records are completed and maintained as per project requirements.

6. Track and review the clients individual progress ensuring they receive continued support to enter/re-enter education, training or employment 

7. Demonstrate positive outcomes from your support and provide regular progress reports to the Contracts & Projects Manager.
8. Take an active part in project monitoring and evaluation.
9. Assist with activities associated to the YEI programme.
10. Work as a member of a wider YEI delivery team and partners.
11. Undertake appropriate training designed to develop skills & knowledge required to undertake duties and responsibilities of the role. 

12. Have a flexible approach to working, some evening and weekend working will be required.

13. Ensure the promotion and implementation of Actes Equality and Diversity policies and procedures.

14. Ensure the promotion and implementation of Actes Health and Safety policies and procedures.

15. Carry out other duties within the scope of the post

	NB
	This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer.  The responsibility level of any other duties should not exceed those outlined above.


Job Description prepared by:

Paul Wales

Designation:




Operations Director
Date:





October 2015
I understand and accept the job duties and responsibilities as contained in this Job Description.

Signature: ……………………………………………    Date: ……………………
PERSON SPECIFICATION
	
	Essential
	Desirable
	Proposed Selection Method

	Qualifications and Training
	
	
	

	Relevant professional qualification to the equivalent to NVQ level 3 in IAG
	(
	
	A / I

	Junior Leader/Basic Youth Work qualification/ Peer Mentoring Award or similar
	
	(
	A

	Experience
	
	
	

	Recent experience of engaging, working with, or helping young people.
	(
	
	A / I / R /G

	Experience in relevant profession
	(
	
	A/I

	Experience of providing information, advice and guidance on a individual or group basis
	(
	
	A/I

	Experience of working with a range of agencies to support people
	(
	
	A/I

	Knowledge, Skills and Abilities
	
	
	

	Knowledge of youth issues and barriers in the Middlesbrough area
	(
	
	A / I /G

	Ability to engage with and motivate young people to meet agreed goals.
	(
	
	A/I

	An enthusiastic motivator with patience and tact to deal with a range of issues that may occur with individuals 
	(
	
	A/I

	Knowledge and understanding of a range of ways to engage with young people
	
	(
	I / G

	Effective verbal and written communications skills (including IT)
	(
	
	A / I

	Good organisational skills and the ability to manage a caseload.
	(
	
	A / I

	Ability and willingness to undertake further training and development
	(
	
	I

	Ability to work with partner organisations from the public, private and voluntary sectors
	
	(
	A / I

	Able to work as part of a team
	(
	
	I

	Work related circumstance
	
	
	

	Willingness to work flexible hours including some evening and weekend activities.
	(
	
	I

	Prepared to work in a non-smoking environment
	(
	
	I

	Demonstrate an understanding of professional boundaries and appropriate relationships with people and other professionals
	(
	
	A/I

	Equal opportunities
	
	
	

	Commitment to pursue Equal Opportunity and Non-Discriminatory practices.
	(
	
	A / I



A = Application Form
    I = Interview
     G = Group Discussion

R = Reference
Competencies that successful candidates will be required to demonstrate in this role are:
Analysing and Interpreting

· Shares expertise and knowledge with others

· Understanding barriers facing 18-24 year olds
· Able to contribute to business planning and performance monitoring

· An effective communicator; verbally and in writing

· Makes effective use of ICT to achieve work objectives

· Structures information to meet the needs and understanding of the audience

· Conscientious; pays attention to detail and finishes what is started
Creating and Innovating

· Produces new ideas, approaches and insights

· Seeks opportunities for organisational improvements

· Gathers information required for decision making

· Develops ideas and visions around the organisation’s future potential

Interacting and Presenting

· Establishes good relationships and ability to motivate and progress young people into opportunities
· Builds wide and effective networks of contacts inside and outside the organisation

· Relates well to people at all levels

· Makes a strong personal impression on others

· Listens, consults others and communicates pro-actively

· Able to develop relationships internally and externally, with the community, partners and other stakeholders

· Promotes ideas on behalf of the organisation

· Socially confident; at ease when meeting new people and enjoys networking

· Projects credibility and is a strong advocate for the project
Organising and Executing
· Consistently achieves project goals

· Ability to manage caseloads

· Focuses on the needs of internal customers and external stakeholders

· Follows directions and procedures

· Able to use own initiative as well as working as part of a team

· Good ICT skills and ability to work with Word, Access, Excel and PowerPoint

· Able to adapt to changing work environment by demonstrating a flexible approach to work

· Maintains confidentiality

· Delivers a quality service to agreed standards

· Understands and complies with legal requirements

Adapting and Coping

· Handles criticism well and learns from it

· Accepts new ideas and change

· Shows respect and sensitivity towards cultural differences

· Promotes and defends equal opportunity

· Demonstrates integrity

· Keeps emotions under control during difficult situations

· Encourages team and individual responsibility towards the project

· Maintains a positive outlook at work
Enterprising and Performing
· Works hard and demonstrates a “can do” attitude with a flexible work approach

· Focuses on results and achieving work objectives

· Demonstrates an understanding of how one issue may be a part of a wider system
‘The Youth Employment Initiative (YEI) is an EU funded programme to help unemployed 15-24 year olds improve their skills and move into employment, training or education’.
