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Job Description

Title: Senior Employability Officer (New Scots) 

[bookmark: _Hlk31113471]Starting Salary: £40,501 (Grade 7)

Duration: Fixed Term post until March 2027 (potential extension pending funding)

Responsible To:  Recruitment and Skills Manager 

[bookmark: _Hlk190190851]Closing Date: Midday on Monday 3rd August. Interviews expected to take place w/b 17th August.

Application instructions: Please send your CV and cover letter in one document to recruitment@capitalcitypartnership.org, along with a completed copy of our Equal Opportunities Monitoring Form.

[bookmark: _Hlk134524789]CCP encourages applications from people from ethnically diverse backgrounds.  


Organisation Details
Capital City Partnership (CCP) is an arm’s length company of The City of Edinburgh Council and is tasked with the operational development, management and support of local and regional employability and poverty reduction measures.   It takes a flexible approach to changing economic conditions, needs and opportunities but its core functions comprise.

· The management of all employability related grants and contracts awarded to external providers by the council and other key partners
· The management of assessment processes related to bids received for such grants and contracts and making recommendations for funding
· The provision of policy advice, research, and development support (including secretariat functions) to the city’s Local Employability Partnership and partners
· The development and maintenance of common communications and management information infrastructure for the Local Employability Partnership
· Development and support of the Joined Up for Jobs network and the Joined Up for Business partnership
· Management and coordination of skills centres based on geographical location, including Fort Kinnaird Recruitment and Skills Centre, MacMillan Skills Hub, and FUSE at St James Quarter
· Provision of support to the Edinburgh and South East Scotland City Region Deal Integrated Enhanced Skills (IRES) programme.

Job Purpose
This role sits within the Joined Up for Business family and has an operational remit supporting New Scots jobseekers with a Ukrainian focus. The post-holder will provide employability guidance and coordinate recruitment and training requirements, ensuring each jobseeker has access to appropriate resources and is linked to relevant services as needed. Clients may include those requiring support to become job-ready, as well as job changers requiring additional support to move into employment. The post-holder will also work directly with employers to connect jobseekers with relevant and suitable vacancies, maximising employment opportunities.

This post is predominantly based within the MacMillan Skills Hub in Pennywell, North Edinburgh, and the post-holder will join the Hub's team on a day-to-day basis. MacMillan Skills Hub is coordinated by Capital City Partnership and supports people into employment, training and supports local employers across Northwest Edinburgh.

This work sits under the wider employer offer for the city, Joined Up for Business, the employer strategy for the city, which is coordinated by Capital City Partnership, and supports businesses with recruitment, training, and matching people into jobs.

Capital City Partnership contract-manages the organisations that provide employability support to individuals across Edinburgh. The post-holder will work in partnership with a supply chain of over 60 organisations within the Joined Up for Jobs network.

As part of the wider employer offer, Joined Up for Business also delivers community-based job fairs, training through our JobFit framework and manages several Recruitment and Skills Hubs across the city such as FUSE, MacMillan Skills Hub and Fort Kinnaird Recruitment and Skills Centre. The New Scots Employability Officer will link jobseekers into these offers.

As this is a one-to-one employability support service, most work will be delivered in person, with some work required from satellite offices such as our Recruitment and Skills Hubs network or Capital City Partnership's main offices as required. Remote/home working is supported when necessary.



Main Duties 
The following is typical of the duties the postholder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.




Your key responsibilities will be:
· Supporting New Scots jobseekers with a Ukrainian focus, by identifying their skills, experience, employment goals, barriers to work, and support needs
· Develop and maintain individual action plans with jobseekers, setting clear employment goals, agreed actions, and review dates to support progression towards work
· Provide tailored one-to-one employability support, including CV development, application support, interview preparation and confidence building and signpost to relevant Local Employability Partnership funded services. Ensure wider links and access to money advice, housing, youth and social groups, and volunteering opportunities to support broader pathways into employment
· Maintain regular contact with jobseekers to monitor progress, address emerging barriers, update action plans and keep individuals engaged with appropriate support.
· Work directly with employers to understand vacancies and recruitment requirements, supporting successful job matching and retention
· Match jobseekers to suitable vacancies based on their skills, experience, and long-term employment aspirations
· Facilitate introductions between jobseekers and employers, supporting interview arrangements, feedback and follow-up to help secure sustainable employment outcomes
· Accurately record caseload activity, employer engagement, referrals, job-matching progress and outcomes on the CRM system to evidence impact and support reporting requirements
· Build and maintain effective partnership working with other organisations delivering complementary support across different sectors (e.g. housing, health, welfare rights), ensuring a joined-up, holistic approach to removing barriers to employment
· Attend core meetings relevant to this area of work with key partners, contributing updates and representing the service as required
· Maintain reliable, up-to-date information on available support across social media accounts and websites, ensuring content and communication is consistent
· Help coordinate the wider Joined Up for Business employer offer, such as Community Job Fairs, supporting accessible employer engagement activity that removes barriers to work and connects New Scots jobseekers with suitable employment, training and progression opportunities
· Help coordinate events that support the day-to-day running of the MacMillan Skills Hub offer and the wider Joined Up for Business offer
· Support wider project work and events that highlight the barriers faced by New Scots jobseekers, working with employers to identify practical solutions or signposting to additional toolkits and support
· Contribute to the wider Joined Up for Business employer offer such as the Recruitment and Skills Hubs network and JobFit training framework, ensuring New Scots jobseekers are connected to suitable employer-led recruitment, training and job-matching opportunities
· Proactively identify strategic opportunities for growth and collaboration
· Accurately maintain, produce, and collate spreadsheets, reports, and other documents to a high standard
· Process invoices and update financial trackers as required
· Undertake any other ad hoc duties in line with business requirements.

Person Specification
Knowledge and Skills Required 
Essential:
· Understanding of barriers to employment
· Minimum one year recent experience of employer engagement, recruitment processes and jobseeker support within the recruitment or employability sector
· Experience of co-ordinating services and partnership working
· Excellent verbal and written communication skills, with experience in dealing with customers, clients and/or the public by telephone, email and MS Teams/Zoom 
· Confident in the use of Microsoft Office packages including Excel, Word and Outlook
· Meticulous approach to record keeping and recording of information.

Desirable: 
· Previous experience of supporting vulnerable clients, particularly New Scots 
· Understanding of the Joined Up for Jobs Employability Network   
· Experience of event or programme planning  
· Fluent in Ukrainian.

Other Information
Employee Benefits:
· Hybrid and flexible working (flexitime)
· 26 days starting annual leave, increasing to 31
· 3 days additional leave for Christmas and New Year closures
· Birthday leave
· 10 public holidays
· Employer pension contribution
· Employee assistance programme
· Personal development opportunities.

[bookmark: _Hlk190196688]Your main workplace will be MacMillan Skills Hub (MacMillan Community Hub, Pennywell, EH4 4AB) with the option of occasional flexible home working.
The Capital City Partnership operates a 5-day, 35 ¾ hour working week. 
Some evening and weekend work may be required, and the Capital City Partnership operates a flexitime and TOiL system. 
Payment of the annual salary is by twelve monthly instalments. This is subject to appropriate deductions for National Insurance, Income Tax and Superannuation. Any broken period at the beginning or end of your service will be paid pro-rata. Payment will be made towards the end of each month by direct credit transfer to your bank or building society. 
The paid annual leave entitlement is 26 days, increasing by one day per year of service to a maximum of 31 days. Employees also receive 10 paid public holidays (6 floating and 4 fixed). The Capital City Partnership’s leave year runs from 1st April to 31st March. 
Under statute you are required to make provision for a pension. As an employee of the Capital City Partnership, you are eligible to participate in the CCP pensions scheme, which is a contributory scheme, members being automatically contracted out of the State Earnings Related Pension Scheme. 
Please note that conditions of service at the Capital City Partnership are modelled on those applicable currently in the City of Edinburgh Council and any subsequent amendments, subject to the practicality of their implementation in a small organisation. 
Any procedures that have been agreed are in the CCP staff handbook. 
As of 1st May 2004, it is a requirement of the Asylum and Immigration Act 1996 that employers verify authenticity of specific documentation relating to an individual’s identity and UK residency status.
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