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Job Description

Job Title:

NEET and Supported Employment Coach 
Hours:


37 hours per week


Reporting to:

Programme Manager

Responsible for:
Delivery of NEET Prevention programme  
Location:

Dorset wide
Salary range:
Starting salary £25k - £28k, depending on experience.
Fixed term contract:   12 month fixed term contract (extension subject to success of role)
Dorset Community Action’s mission is to bring people together to develop community based solutions that deliver better services for Dorset’s communities, through:
· A Thriving Voluntary and Community Sector

· More local jobs / community enterprises

· Affordable housing
· Community Driven Health and Social Care

DCA has been successfully delivering a NEET prevention programme throughout the BCP and Dorset Council areas. The post holder will work 1-2-1 and in groups, with young people identified as being in danger of becoming NEET, to coach them overcoming barriers, setting and achieving personal goals in education and employment and engaging with community based initiatives to keep them engaged in education.
DCA has also set up a Supported Employment Project, coaching and employing SEND young people to undertake garden maintenance and clearance service (DCA GreenCare) for housing associations, private homeowners and SEND schools.
Having tested both of these delivery models, we are now looking to scale up these services to increase our trading and contract income, to enable us to support more young people through these programmes. 

The person appointed to this position will be responsible for supporting the development and delivery of these two work programmes.

	1.
Overall Purpose of Job


1.  Support delivery and expansion of our NEET prevention programme, focussing on moving young people in danger of NEET towards and into education, training and / or employment.  The role has a significant focus on tracking a young person’s journey, reporting on progress, attending and preparing for review meetings, and detailing the work and distance travelled by young people on the project.
Using personal development and emotional literacy coaching to work creatively with individuals and groups to coach them through and overcome barriers that stop them engaging.  Supporting them on a life changing journey towards and into education, training, employment and work placement / volunteering. 
2.  Support delivery and expansion of our Supported Employment service providing a garden maintenance and clearance service (DCA GreenCare) for housing associations and private homeowners.  Support SEND and NEET participants in delivering this service to a high standard, expanding service as a viable employment progression route for young people. 

	2.
 Responsibilities, Core Competencies, And Tasks


· PROGRAMME DELIVERY
1. NEET prevention programme – Deliver personal development and emotional literacy coaching to young people at risk of becoming NEET who have been referred through the process agreed with the Head of Schools for Childrens Services.  Delivery will be based in the young persons community, school or an agreed safe space to meet. 
2. Supported Employment - support the Programme Manager with the development and expansion of the DCA GreenCare service providing garden maintenance and clearance services for housing associations and private homeowners including:

· Customer liaison;

· Work planning;
· H&S and safe working practices

· Driving van and green waste disposal
· Undertaking garden maintenance jobs

· Support SEND and NEET participants/trainees in delivering this service to a high standard.
· MARKETING - To support the Marketing and Comms Manager in the marketing of these services through social media, flyer drops, and other marketing campaigns.
· CASELOAD MANAGEMENT – manage the referral process liaising with Childrens services, social workers, parents, foster parents, and other professionals to arrange engagement with the young people.  Undertake the initial assessment process and phases, linking in with social workers and other professionals to effectively engage and support the young people. Carrying out assessment of need and creating an individual learning plan specific to each young person.
· PARTICIPANT DEVELOPMENT, COACHING, AND SUPPORT - Delivery of one to one and group work. Develop action plans with young people, with clear goals, identifying barriers and aspirations, measures to overcome/achieve goals and actions and regularly review progress. Provide support and assistance to the young people to successfully make the emotional and psychological transition away from becoming NEET. 
· COMMUNITY / PARTNERSHIP DEVELOPMENT – Develop knowledge of local opportunities, key people, businesses, organisations and delivery venues that will support the young person. Be proactive and look for solutions to enable the participant to attain their goals. Promote participants to school and training providers and assist in the placement of participants into further education, training or employment related opportunities.
· WORKLOAD & PROJECT PLANNING - including milestones, risk assessments, safeguarding, monitoring, session plans and evaluation.  Complete all risk assessments before meeting with young people as agreed with the Designated Safeguarding Lead.
· MONITORING AND ASSESSMENT – Reporting into the Programme manager for regular one to ones and appraisals, target and goal setting. Ensure the MIS (Beacon) system is accurate and up to date, providing relevant reports when necessary. 

· FINANCIAL MANAGEMENT – Be responsible for ensuring the effective financial management of services falling within the remit of this post, to deliver profitable services. Attend quarterly review meetings to review project budgets. 
· TRAINING - Undertake any training and development deemed necessary for the pursuance of the post.

	3.
Organisational Responsibilities


· TEAM WORKING - To work as part of DCA team across the county abiding by our team standards to ensure consistency of service.

· ADMINISTRATION - To be predominantly self administering and carry out own filing, typing, monitoring and file and email management.

· POLICIES - To abide by all DCA policies and values.

· TRAINING - To take part in quarterly staff meetings and training organised by/for DCA staff.  To undertake personal training and development as agreed with your line manager.

· EQUAL OPPORTUNITIES - Dorset Community Action has an Equal Opportunities Policy and all employees have a responsibility for the successful operation of the Policy.  

· GDPR – Ensure any personal data is processed in accordance with DCA’s responsibilities under the GDPR.
· OTHER DUTIES - Undertake any other duties commensurate with post, as agreed with the line manager, including evening and weekend work on occasion.
Person Specification
	Education and Qualifications
	Essential
	Desirable

	Educated to degree level / NVQ 4 in personal development/emotional literacy coaching, community development, training or other similar qualification and/or able to demonstrate significant experience at this level.

  
	(
	

	Practical qualifications: brush cutter, first aid at work etc
	
	(

	Skills & Experience


	
	

	Minimum of 3 years delivering training to young people, long term unemployed, disabilities, and minority groups in a one to one and group setting.


	(
	

	Experience of running an enterprise or business.
	
	(

	Sales skills to secure contracting and product sales income.
	
	(

	Partnership development skills across statutory, private, and VCSE sectors.
	(
	

	Excellent and natural communicator at all levels, able to work with a wide range of people.


	(
	

	Proven experience of effective work management practice including time management, prioritisation of work and work planning.


	(
	

	Able to use a range of administrative and outcome monitoring systems effectively, including use of management information systems. 
	(
	

	Experience of effectively managing trainees/volunteers, including recruitment
	
	(

	Knowledge
	Essential
	Desirable

	Awareness of the challenges young people face.
	(
	

	Vehicle and machinery maintenance
	
	(

	Knowledge of community engagement and inclusion development practice.


	
	(

	Understanding of and commitment to equal opportunities practice and knowledge of approaches to enabling participation from excluded groups in the community.
	(
	

	Other Skills and Qualifications
	Essential
	Desirable

	Personal qualities:

· Positive and pragmatic;

· Resilient and able to tolerate knock backs;

· Committed to the ideals of the VCSE sector and DCA;

· Patience, tolerance and understanding of others;

· Financial awareness and business acumen.
	(
	

	Excellent ICT & numeracy skills.


	(
	

	Excellent verbal and written communication skills.


	(
	

	A positive and creative attitude to work and problem solving.


	(
	

	An understanding of peer support methodology 


	
	(

	Knowledge and understanding of mental health issues and the impact these have on education, employment and training 
	
	(

	Driving License and access to vehicle.


	· 
	

	Able to use own initiative, be self-motivated and to possess excellent organisational skills.


	(
	

	Able to work effectively as part of a team.
	(
	

	Able to sustain good working relationships with people, colleagues, external organisations and all other partners.


	(
	

	Available and willing to work evenings and weekends when necessary.
	(
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