[bookmark: _Int_oxYdt58J]JOB DESCRIPTION

EDUCATION TRAINING AND EMPLOYMENT SUPPORT WORKER 
West Yorkshire Liaison and Diversion 

Grade:		NJC Scale 5 scp 12 – 17 starting at £22,571 pa
Hours:			37 hours per week
Responsible to:	Touchstone Liaison and Diversion Team Manager (Progression Pathways)
Employing Body:	Touchstone – Board of Trustees
Location:	Based in Dewsbury and working across West Yorkshire


Background

The Liaison and Diversion (L&D) Service works with people of all ages (including children and young people) with a wide range of vulnerabilities including poor mental health and learning disabilities, who have offended or are at risk of offending.  We support service users who have contact with the criminal justice system. The aim is to work together to reduce the risk factors for reoffending and improve health outcomes by providing short-term support and signposting service users into longer-term support services. Liaison and Diversion covers the whole of West Yorkshire. In line with a need identified in the wake of the Covid-19 pandemic, Liaison and Diversion is investing in a bespoke ETE provision to maximise employability opportunities for its service users.

Purpose of the role

To effectively support the delivery of a new ETE support provision for service users of Liaison and Diversion which will include access to high quality one to one IAG, an IAG drop in, employability courses and an accredited Peer Mentor course. The post holder will be responsible for providing high quality, person centred IAG interventions. This post holder will work with the Liaison and Diversion Manager, Peer and Volunteer Coordinator and ETE Coordinator to deliver accredited Peer Mentor training and additional training courses/workshops as required. The post holder will be required to work closely with the Peer and Volunteer Coordinator to identify potential volunteers and provide a smooth transition from the Peer Mentor Course to opportunities with Liaison and Diversion.

Key responsibilities

1. Provide tailored one to one IAG support face to face at office bases, community bases and at client's homes and telephone or online to ensure that individuals are able to engage with practical training, education, formal and work-based learning.

2. [bookmark: _Int_ALOEnAeh]Facilitate high quality, person centred assessments, action plans and support service users to set and review SMART goals.

3. Facilitate a weekly IAG drop in and workshops at premises in Dewsbury (or other locations across West Yorkshire as required) and ensure robust record keeping of all outcomes on Liaison and Diversion case management system. 

4. Work closely with the Progression Pathways Team Manager to identify work-based opportunities across West Yorkshire.

5. Work closely with the Peer and Volunteer Coordinator to support learners into volunteer opportunities with the Liaison and Diversion service.

6. Work with colleagues across Liaison and Diversion and all partner organisations, so that they promote the ETE service to service users and successfully engage people to attend the ETE service.

7. To assist with the recruitment of service users for the accredited Peer Mentor Course and build robust relationships with all the West Yorkshire Liaison and Diversion teams and partners.

8. To advertise, deliver and administrate an accredited Peer Mentor course, ensuring quality standards of delivery and governance in line with accredited learning frameworks.

9. Assess training portfolios and support learners to achieve relevant learning standards in line with assessment framework.

10. Design, develop and deliver bespoke employability sessions tailored to a broad range of learning styles and recovery needs, as identified for service users of Liaison and Diversion.

11. Maintain monitoring and recording systems to capture project and organisational information.

12. Ensure feedback is gathered from service users on their experience of the ETE service and complete case studies for use at strategic and other meetings.

13. To support service users to engage and to participate with coproduction working groups within the service.

14. Support identified focus groups and locality events.

15. Ensure the development of involvement and coproduction mechanisms for service users/peers, carers, and others to influence the direction and priorities of the project.

16. Work in partnership with existing ETE and DWP (Department for Work and Pensions) services to sustain and develop links and opportunities for service users across West Yorkshire.

17. Maintain a daily social media presence through twitter and other platforms, including sharing resources on YouTube channel.

18. Work collaboratively with Touchstone and Wakefield Metropolitan District Council to ensure the visibility of the ETE service on the Liaison and Diversion website and other Touchstone platforms.


General
1. To be inducted, supervised, performance managed and appraised in line with the organisation’s performance management policies and procedures.

2. To be responsible for personal learning and development where appropriate and undertake training, both mandatory and optional, to increase knowledge, skills, and awareness.

3. To work at all times as part of a multi-agency and multi-disciplinary team. This includes working with staff who are dispersed across a broad range of projects and external organisations, attending team and staff meetings, and developing a teamwork approach to all aspects of the organisation's work. 

4. To operate within the aims, policies, and practices of Touchstone at all times and to be committed to and promote the organisation’s equal opportunities and anti-discriminatory policies.

5. To ensure information is dealt with in accordance with Touchstone’s policies around Confidentiality, Communications, Internet, Email and Telecommunications and steps are taken to ensure that confidential information is secure.

6. 	To be aware of and employ the general practices of Touchstone’s Safeguarding and Health and Safety policies and ensure these are adhered to at all times

7. To provide monitoring information and reports as part of funding and organisational requirements and for the Board of Trustees as requested by Touchstone management.

8. To work flexibly in accordance with the needs of the Service, including undertaking out of hours and weekend work as required. 

9. To undertake any other duties as directed by the Operations Manager that may reasonably fall within the scope of the post.
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