Job Description

	JOB TITLE:
	Education, Training and Employment Worker (ETE)

	GRADE:
	H

	POST NUMBER:
	D031300116, D031300124

	DIRECTORATE:
	Children’s Services

	SERVICE:
	Supporting Families

	RESPONSIBLE TO	:
	ETE Team Leader 

	RESPONSIBLE FOR:
	

	


	This post requires a DBS check:
Enhanced with Barred list check (Both Adult and Child Workforce) 

This post is not politically restricted

This post attracts travel allowance


	JOB SUMMARY
	To improve education, training and employment (ETE) outcomes for care experienced children and young people, including care leavers and those in custody where appropriate. The post holder will provide specialist ETE advice, guidance and support, helping young people access and sustain education, training and employment opportunities and achieve positive outcomes.

Working closely with Social Workers, Personal Advisers, the Virtual School and partner agencies, the post holder will support young people to overcome barriers to participation, raise aspirations and reduce the number of young people who are not in education, employment or training (NEET). The role will contribute to pathway planning, performance monitoring and the delivery of high-quality ETE provision.


	ROLE REQUIREMENTS:
	
1. Establish and maintain learning resource centres for young people leaving care, providing resources support, intervention and motivation to young people in their course of study, skills building and employment training. 

2. To work with colleagues in the Through Care Service and other partner agencies to ensure that the role and function of the resources centre is widely known and utilised by young people as a source of help and support. 

3. To provide flexible learning support services to young people individually and in groups using motivation techniques. 

4. To establish relationships with schools, colleges, employers, employer organisations and employment training agencies to raise the profile of the client group and promote partnership approaches to providing young people leaving care with access to training, apprenticeships and employment opportunities. 

5. To ensure that young people and care leavers maximise their educational, training and or employment achievement and are supported to follow long term aspirational goals into secure employment to live successful and independent lives as productive adults. 

6. To provide learning support to young people to reduce the level of young people defined as Not in Education, Employment and or Training (NEET) and increase their chances of sustaining and successfully completing courses of education and or training in order to secure long term employment opportunities. 

7. To promote high levels of self-esteem and aspiration in young people in care or leaving care so they are motivated and equipped to take on challenges in order to upskill and develop their portfolio of experience leading to sustainable employability in the future. 

8. To actively identify, contact and engage young people who are NEET, as well those who are at risk of becoming NEET. To work with the other services to make sure every young person has an appropriate ETE offer and robust pathways to success whatever the challenges they may encounter. 

9. To contribute to the development and be responsible for the maintenance of a comprehensive monitoring system for provider performance including user outcomes. 

10. To collate, monitor and maintain a robust and comprehensive database in relation to those who are engaged in ETE activities and those who are NEET. 

11. To prepare appropriate management information, reports and statistical analysis. 

12. To ensure that that the through care ETE panel is run on a monthly basis, ensuring that relevant referrals are in place and that the outcome of the panels is recorded in a timely manner. 

13. To take a lead on developing a regular ETE Forums with partner agencies. 

14. To support Personal Advisors and Social Workers in trying to assist their clients to be in ETE activities. If and when required, the post holder to attend visits also. 

15. In unique circumstance, the post holder may hold some cases. 

16. To ensure the Council’s compliance with statutory duties and requirements. 

17. To assist with identifying, targeting and disseminating funding opportunities and related information to prospective community organisations and service delivery agencies. 

18. Establish wider links with statutory and voluntary organisations, local colleges and the business community in order to facilitate and develop training services for the client group. 

19. To assess training and support needs of young people by referring to their post-16 Personal Education Plans and identify education, training and employment opportunities that meet those needs. 

20. To liaise with young people’s carers, social workers, personal advisors, and other key workers and agencies to promote a culture of learning support and encouragement. 

21. To develop links with educational establishments and training staff to monitor progress of young people through education plans (PEP), advocating where necessary for support to enable a young person to complete their course of study, employment training and other skills building. 

22. To represent the service when contacting employers and employer groups to promote knowledge and understanding of our service user group, supporting where necessary to assist completion of course of study, employment training and other skills building. 

23. To develop strategies to encounter the greater disadvantages of care leavers with specific needs such as learning disability, mental illness, parenting responsibilities, in custody or with criminal records and people that are vulnerable. 

24. To provide young people with job search skills, application skills and interview confidence to support young people in job seeking. 

25. To support young people from 14+ making options in school to make decisions which will support the training/employment and learning that smooth transition into work and leads to successful employment outcomes 


	CORPORATE RESPONSIBILITIES
	

	1. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	2. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	3. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	4. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	5. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	6. 
	Adherence to the council’s commitment to the health, safety and welfare at work policy


	PEOPLE
	

	                               7.
	Develop and maintain productive relationships with schools, colleges, universities, employers, training providers and partner agencies to secure suitable education, training and employment opportunities for care experienced young people and care leavers.


	8.
	Build and maintain effective working relationships with care experienced children and young people, carers, Social Workers, Personal Advisers and the Virtual School to improve education, training and employment outcomes.


	9.
	Build and maintain effective working relationships with care experienced children and young people, carers, Social Workers, Personal Advisers and the Virtual School to improve education, training and employment outcomes.


	10
	Represent the service at meetings, forums and partnership events, promoting positive outcomes for care experienced children and young people.
Develop and maintain productive relationships with schools, colleges, universities, employers, training providers and partner agencies to secure suitable education, training and employment opportunities for care experienced young people and care leavers.


	SERVICE
	

	11.
	Contribute to the delivery of a high-quality education, training and employment service for care experienced children and young people.


	12.
	Monitor participation, progress and outcomes to support service improvement and performance monitoring
Ensure compliance with statutory duties, Council policies, procedures and relevant legislation
Ensure own professional development by actively seeking learning opportunities and attending identified training to improve outcomes for care experienced children and young people. Undertake mandatory training as required to support service and corporate priorities


	PERFORMANCE
	

	13.
	To ensure a responsive and timely offer is provided to care experienced children and young people, including care leavers, regarding their education, training and employment needs.


	14.
	To contribute to increasing participation in education, training and employment and reducing the number of young people who are not in education, employment or training (NEET)


	15.
	To maintain accurate and timely records, reports and performance information in accordance with service requirements.


	16.
	To achieve agreed objectives, service standards and performance targets through regular supervision and performance review processes.



OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.
To undertake additional duties that may arise from time to time commensurate with the grade of the post.



Person Specification
	Person Specification for the Post of
	
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	Knowledge of how young adults learn and barriers to learning experienced by care leavers
 
Knowledge of university entrance processes, vocational course applications and routes to education, training and employment 

IT literate with a working knowledge of Microsoft Office, particularly Excel 
	D 




E 






E 
	A I 




A I






A T I 

	Qualifications
& Experience
	Degree and/or relevant experience from employment 

Experience in post 18 education provision, pathways and opportunities for vulnerable young people
 
Experience of keeping clear written records 
	E 


E 





E
	A 


A I 





A I 

	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Developing Networks 
Builds networks with key teams they work with, to ensure they achieve the best outcomes
 
Collaborating 
Shares information and engages others in a timely way to achieve the best outcomes 
	E 





E 
	A I 





A I 


	We are OPEN and transparent

	Listening, asking & coaching 
Uses effective listening and questioning techniques to understand the needs of others and act accordingly
 
Being approachable 
Approachable and actively seeks feedback from others to improve how they do things 
	E 






E 
	A I 






A I 

	We are WILLING to challenge, innovate and be accountable

	Being accountable 
Takes accountability for delivering own work, setting challenging goals for self
 
Improvement and Innovation 
Makes suggestions for better and new ways of doing things 
	E 




E 
	A I 




A I T 

	We empower each other to be EXCELLENT and go the extra mile

	Having purpose & personal motivation 
Understands the organisation’s direction of travel and actively supports that in their work and interaction 

Being empowered 
Takes the initiative to improve outcomes because they can explain the difference they have made  
	E 







E 
	A 







A I 

	We RESPECT all communities; they are the heart of everything we do

	Being a customer ambassador 
Takes ownership of more complex issues, whilst keeping the customer informed
 
Respecting diversity and being inclusive 
Open-minded and appreciates alternative cultural perspectives, taking into it account when delivering service 
	E 






E 
	A I T 






A I 

	Additional Requirements
	To meet exceptional business needs a willingness to work outside of contractual hours in the evenings and weekends with notice, unless there is good reason where this is not possible.

To comply with the requirement to carry out a DBS check on this role. 



	D








E
	I








A







Appendix 1: Health and Safety responsibilities for:
 Chief Executive/Corporate Leadership Team Job Descriptions 
 Health and safety responsibilities include:
· providing proactive and visible leadership in developing and maintaining a management culture promoting health and safety within the organisation through the formulation and implementation of the council’s health and safety policy and supporting procedures. 

Health and Safety responsibilities for:
Corporate Directors (first tier) Job Descriptions
Health and safety responsibilities include:
· ensuring the council’s corporate health and safety policy is implemented within their directorate
· incorporating health and safety standards and objectives into service plans
· holding staff accountable
· allocating health and safety responsibilities and duties to managers within their directorate
· acting as, or nominating, a competent manager to act as health and safety champion
· ensuring staff receive adequate information, instruction, training and supervision
· cooperate with trade union/safety representatives

Health and Safety responsibilities for:
Directors (second tier) Job Descriptions
Health and safety responsibilities include:
· overseeing the translation of the council’s health and safety policies, objectives and arrangements into operational practice within their respective directorate service areas. 
· implementing corporate and directorate safety policies and supporting procedures within their service areas
· holding staff accountable
· ensuring risk assessments are carried out, reviewed and shared with all appropriate staff

Appendix 2: Health and Safety responsibilities for:
Directors (second tier) Job Descriptions (contd)
· ensuring staff receive adequate information, instruction, training and supervision
· cooperate with trade union/safety representatives
Health and Safety responsibilities for:
Heads of Service/Departmental Heads (third tier) Job Descriptions
Health and safety responsibilities include:
· arranging, where necessary, additional health and safety guidance and procedures to cover specific work activities, in addition to corporate arrangements
· holding staff accountable
· ensuring risk assessments are carried out, reviewed and shared with all appropriate staff
· ensuring staff receive adequate information, instruction, training and supervision
· cooperate with trade union/safety representatives and attend relevant meetings.

Health and Safety responsibilities for:
Managers and Supervisors Job Descriptions
Health and safety responsibilities include:
· being familiar with health and safety policies and procedures
· setting a positive example
· communicate health and safety policies and procedures to staff
· carry out, review and share risk assessments
· consider work-related violence, abusive or threatening behaviour in the planning and development of safe working systems and procedures
· ensure adequate first aid provision
· holding staff accountable
· ensuring staff receive adequate information, instruction, training and supervision
Appendix 3: Health and Safety responsibilities for:
Managers and Supervisors Job Descriptions (cont)

· cooperate with trade union/safety representatives and attend relevant meetings
· ensure work-related accidents/incidents are reported and investigated in line with procedures.
Appendix 3: Health and Safety responsibilities for: 
Staff Job Descriptions
Health and safety responsibilities include:
· always ensuring that duties and responsibilities are carried out in accordance with the Council’s Policies and Procedures including Financial Regulations, Standing Orders, Workforce & Organisational Policies and Procedures, the Council’s Health & Safety Policy.
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