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	Northamptonshire Learning and Skills Consortium

Job Description

Learning and Skills Development Worker



	Salary
	£24,224 (pro rata)


	Hours
	Part time – 22 hrs a week 


	Contract
	Permanent


	Location
	Based in Kettering but working across the county


	Accountable to 
	Enable Regional Partnership Manager


	Job Purpose
	· To promote and co-ordinate workforce development activity within voluntary and community organisations. 
· To enable VCS organisations to better engage with the learning, skills and employment agenda. 


	Main duties

Main duties

Other duties


	· Promote the work of the Northamptonshire Skills and Learning Consortium to VCS organisations across the county. This to include: visiting VCS organisations to identify how the consortium could support them and encourage consortium membership.

· Provide ongoing support to VCS consortium members by: providing regular up to date information, including by electronic means; carrying out on-site support visits and holding networking meetings and events. 

· Represent Enable/NSLC at relevant meetings, networks and partnerships, including making presentations as required.

· Develop and maintain productive relations with other organisations, partnerships and stakeholders that will enhance the consortium’s services and support better coherence.

· Promote the benefits of workforce development and what is available to VCS organisations throughout Northamptonshire. 
· Secure the engagement of VCS organisations in specific Workforce Development services and provision such as Adult Apprentices, Train to Gain, Skills Pledge and Continued Professional Development activities. 
· Support VCS organisations in identifying their skills development needs and enable them to access appropriate provision including Train to Gain, Apprenticeship programmes, Continued Professional Development, HE, FE and other opportunities.

· Develop partnerships with HE, FE, Work Based Learning providers and providers within the VCS to enable appropriate provision to be made available for VCS organisations.

· Be responsible for appropriate delegated services and contracts, including sub-contract arrangements, the achievement of contractual targets, monitoring performance and taking remedial actions, reporting on performance to Enable’s Regional Partnership Manager and others where relevant. 
· Provide ongoing support to VCS organisations undertaking workforce development activities.

· Contribute to the identification and reporting of skill gaps within the sector and potential solutions.

· Work with Workforce Development officers within the East Midlands VCS Consortium partnership to progress collaborative work. 

· Ensure learner feedback is collected and analysed and carry out evaluation on behalf of Enable through a range of methods.

· Ensure all arrangements, administration and documentation related to contracts and activities are efficiently and timely completed and processed.

· Manage delegated budgets relevant to area of responsibility.
· Maintain appropriate records of contacts and actions.

· Provide narrative and statistical reports as required.

· Be pro-active in addressing issues of equality and diversity within own working practices and the work of Enable.

· Work in accordance with the policies and procedures of Enable.

· Be responsible for own health and safety and that of others.

· Be committed to own personal and professional development.

· Ensure Skills for Life issues are integrated within own area of work and the work of Enable.


Northamptonshire Learning and Skills Consortium

Person Specification

	Essential requirements


	Desirable requirements

	Experience of working in or with the voluntary sector

	Knowledge of Northamptonshire partnership structures and the key agencies.

	Experience of working within the field of learning and skills. 

	Experience of organising and leading meetings and workshops



	An understanding of national, regional and local policies, strategies and priorities regarding learning and skills.

	Experience of working within target driven contracts.

	Experience of networking and liasing with a range of organisations from different sectors and at different levels
	Experience of designing or delivering accredited learning programmes. 

	Knowledge of different quality systems and standards relevant to learning and skills.


	Experience of monitoring performance and implementing remedial action.

	Experienced in the development of individual and organisational training plans


	Ability to carry out a training needs analysis



	Experience of co-ordinating the delivery of learning/training provision


	Training or teaching qualification 

	Good organisational skills and able to prioritise and meet deadlines.


	Able to work flexibly including evenings and weekends

	Able to travel across the county to provide an outreach service and attend meetings in all districts.
	Qualified in Information and Advice and/or Guidance

	Able to use word-processing, database and spreadsheet packages and email


	Able to write to a website 

	Able to produce written reports 


	Presentation skills

	Good verbal communication and listening skills


	

	Be able to implement good equal opportunities practice within own work
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