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	Title
	WorkAbility Guidance Officer 

	Status
	Full time  – 35 hours per week

	Location
	Dublin South City Ability Programme is up and running across Dublin 2,4,6,6W,8,10,12,20 with offices in Crumlin, Ballyfermot and the Inner city.  This role will be primarily based in Ballyfermot

	Reporting to
	Project Coordinator, WorkAbility Programme  

	Salary
	Circa €40,000 pro rata 

	Note: 
	Fixed Term 12 month contract   


Role Description

Role Purpose – The WorkAbility Guidance Officer is required to work as part of a staff team implementing objectives and actions set out in the WorkAbility programme.
Duties of the Role - The role of the WorkAbility Guidance Officer is to provide clients with a confidential, individualised social and vocational work path planning, guidance and support programme on a caseload basis. The role will entail performing the following duties: 

· Provide excellence through guidance and support for clients with disabilities including mental health difficulties. 
· To develop and plan individual social, educational and work progression routes for unemployed clients which having assessed the client’s current employability status indicates concrete actions that need to be taken to secure progression to education training and work.
· To effectively manage a CRM computerised client caseload system to ensure that the appropriate tracking mechanisms are in place as directed.

· Ensure the highest standards of confidentiality and integrity are maintained in the guidance worker-client relationship.

· Ensure client expectations are grounded in reality and challenge unrealistic expectations.

· Maintain caseload records and build a case-study portfolio and general statistical information.

· Make appropriate referrals in order to progress clients into work experience, learning programmes, voluntary engagement and employment

· Make appropriate referrals to Job Club, Tus, CE and ETB etc.  programmes to aid progression 

· Where possible match clients on file to mainstream and labour market programme vacancies that arise.

· Enable clients to develop employability skills, including CV preparation, interview skills and letters of application

· Support clients in seeking out job opportunities.

· Individually and as part of the WorkAbility team, build well-grounded networks into local agencies, to manage the realisation of the progression route ensuring that the relevant agencies provide the necessary progression steps

· As part of the WorkAbility team and in conjunction with other staff propose and on occasion provide inputs on innovative training to meet client’s needs.

· Attend and participate in regular supervision sessions

· Participate in individual, team and organisational development of the staff and the Company
· To play an advocacy role with respect to working with job vacancies, statutory labour market programmes, training, education and enterprise opportunities on behalf of clients 
· To work with employers to promote corporate and social responsibility activities in their company.
· To seek out and create in conjunction with employer’s bespoke work experience opportunities in the non- and for-profit sector
· To provide on the job support to bot both participants and employer partners  
· To provide an aftercare service to both clients and employers
· To work towards and reach set objectives and targets
· Collate, monitor and present statistical information on participant and programme outcomes and ensure all programme participants are tracked

· Adhere to Professional Standards and Code of Ethics in the Company

· Undertake other duties and responsibilities as may be assigned
Person Specification

Candidates are encouraged to apply for this role with the requirement that they can demonstrate both the relevance of their skills and experience. It is likely that the person appointed will demonstrate a genuine commitment to the WorkAbility programmes ethos and vision and ideally have the skills and attributes as detailed below.
Qualifications

The WorkAbility Guidance Officer will be able to demonstrate practical experience of employment and education issues affecting individuals and communities. A relevant third level qualification and at least 2 years’ experience in a similar type of role is a minimum requirement.

Knowledge & Expertise

The WorkAbility Guidance Officer should be able to demonstrate experience and expertise in the following areas:

· Disability issues  

· Assessments procedures in respect of identifying supports required 

· Skills and needs of people with disabilities  

· Employment issues for people with disabilities 

· Mental health promotion
·  Social supports inclosing volunteering opportunities for adults
· Minimum of 3 years’ experience working in a relevant professional field 

· Must have experience of working directly with adults and in particular adults in an adult guidance setting or related area

· Knowledge of labour market trends and opportunities

· Knowledge of education and training pathways to employment

· Experience in making effective referrals

· Experience in working with clients in a one-to-one setting

· A record of planning, achievement and implementation
· Must have knowledge and understanding of the factors impacting on unemployed individuals seeking work

· Must demonstrate an understanding and commitment to social inclusion and adult guidance practices

· Must have experience of establishing contact and developing relationships with key stake holders including statutory bodies, employers and other sector stakeholders

Skills & Competencies

The WorkAbility Guidance Officer should be:
· Empathetic with and advocate for the  needs of people with  mental health challenges 
· Able to empower clients to meet their maximum potential 
· Capable of facilitating, life social and communication skills development

· Able to teach and train in the contest of employability and social involvement. 
· To engage with challenging behaviour
· placements for people with learning disabilities 
· Working as part of multi-disciplinary team 
· Liaising with organisations 
· Empathetic to the needs of those most distanced from the labour market

· The ability to work sensitively and in an empowering way in an adult guidance setting
· Flexible, creative with the ability to adapt to a changing and challenging environment
· Able to work in a self-directed manner 
· Able to conduct him or herself in a way that commands confidence and respect.

· Fair, impartial and open to new ideas and information

· In possession of excellent written (both academic and report/proposal writing), oral communication, facilitation and presentation skills
· Computer literate in dealing with standard MS word and data processing, spreadsheet and communication packages
Character & Personal Qualities

· Self-motivated, tactful and diplomatic
· Possess considerable patience and empathy

· Creative in responding to the needs of young people and young adults 

· Be passionate about learning, creative and forward thinking

· Able to work in a self-directed dynamic manner, and to develop good working relationships with all stakeholders

· Appreciative of the main social, economic and environmental issues currently affecting the sector

· Fair, impartial and open to new ideas and information
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