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JOB DESCRIPTION

ESF Vocational Activity Officer
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1.  Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within Apex Scotland.

2.  Scope:

2.1
All staff and potential employees.

3.  Accessibility:

3.1 This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairments and hearing difficulties.
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Position: 


ESF Vocational Activity Officer
Responsible to:

Director of Operations

Location:


to be confirmed
Salary Scale:

£21,686 to £23,829
Working Hours:
35 hrs per week (may include weekends and evenings)

Purpose of Job:                 
Apex Scotland deliver a European Social Funded employability service called Steps. The purpose of Steps is to increase the employability of clients with multiple barriers and move them through local authority strategic pipelines. A key component of Steps is to provide vocational activities to clients therefore this post will be responsible for increasing the variety and number of vocational courses delivered to our client group, both internal and external.. A key component will also be to ensure that our staff are trained to deliver all vocational activity and to monitor the performance of those delivering. 
                                               A key component of the role will be to ensure that all modern application and interview techniques such as on-line and telephone applications and assessment centres are fully embedded in the work we do with clients therefore there will be a requirement to research modern techniques

                                               We will also require the postholder to identify appropriate work placements and opportunities for clients to attend work tasters outwith the organisation therefore the postholder will need to ensure that all relevant legislation is adhered to
Primary Responsibilities: 
To ensure that there is a number of vocational activities within the organisation that are suitable for clients

                                                To ensure that all vocational activity is up-to-date and our staff are trained in it’s application

                                                To ensure that staff are aware of the opportunities available to clients and are trained, where applicable to deliver some of these activities

                                               To ensure that any external vocational activity is carried out safely and meets all legal requirements

                                               To analyse the effectiveness of each activity and take appropriate steps to improve performance if required.

                                               Continually research modern employment techniques and ensure that our clients are as well prepared as they can be when applying and interviewing for employment  
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