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Job Description – Job Broker
	
Salary: £27,870- £31,391
Location: Home based with travel across Medway, Gravesham, Dartford and Swale
Contract: Permanent, Full time
Reports to: Area Manager

Job Purpose:

· An employer-facing role focused on creating, sourcing and filling employment and work placement opportunities for young people 
· Working closely with employers, Jobcentre Plus and participants, developing vacancy pipelines, building sustainable employer partnerships and matching participants to quality employment opportunities. 

	Main duties and responsibilities:

· Develop and maintain a network of employers across a range of sectors, generating sustainable employment, work placement and apprenticeship opportunities. 
· Proactively source, negotiate and manage a pipeline of quality-assured vacancies and placements that meet employer workforce needs and participant demand.
· Build trusted employer relationships through business development activity, networking, workplace visits and regular employer engagement, identifying recruitment challenges and creating inclusive employment opportunities
· Develop an in-depth understanding of employer requirements, workplace culture, progression pathways and success factors to support effective job matching and sustainable outcomes. 
· Coordinate access to specialist and community-based support services to address barriers that may impact employment outcomes or sustainment. 
· Agree onboarding arrangements, workplace support, reasonable adjustments and employment success plans to support successful job starts and retention
· Work collaboratively with Jobcentre Plus, training providers, community organisations and other stakeholders to maximise employment opportunities and participant outcomes. 
· Maintain accurate records of employer engagement, vacancies, participant activity and contractual outcomes, ensuring compliance with programme requirements.  
· Gather and utilise employer and participant feedback to support continuous improvement and a high-quality customer experience.
· Provide ongoing in-work support to participants and employers, monitoring progress, addressing emerging issues and implementing appropriate interventions to maximise retention and progression. 
· Undertake any other reasonable duties that may be required from time to time.  The duties may be changed and/or varied to meet changing circumstances at the discretion of Management





All appointees will be subject to an enhanced DBS Check.







Person Specification

	
	Essential
	Desirable

	Qualifications and Training

	A commitment to undertake all necessary training for the role
	X
	

	Knowledge and Experience

	Experience of Microsoft products and ability to use them effectively, including Outlook, Excel, Word and PowerPoint
	X
	

	Proven experience in recruitment, employer engagement, business development, sales, account management, employment services or a similar employer-facing environment
	X
	

	Strong networking, business development and relationship-building skills.
	X
	

	Experience matching candidates to vacancies and supporting successful recruitment outcomes
	X
	

	Knowledge of local labour markets, employer recruitment practices and workforce trends
	X
	

	Experience working to performance targets, outcomes and contractual requirements.
	X
	

	Welfare-to-work, employability or supported employment experience
	
	X

	Knowledge of apprenticeships, traineeships and skills pathways.

	
	X

	Experience working with young people.
	
	X

	Understanding of barriers faced by disadvantaged or underrepresented groups.
	
	X

	Personal Skills and Attributes

	Ethical - Working with professionalism, honesty and integrity.
	X
	

	Passionate - Reaching out enthusiastically to all that need our support.
	X
	

	Innovative - Inspiring, enhancing and improving our services.
	X
	

	Collaborative - Engaging, supporting and sharing with others.
	X
	

	Other 

	Full driving licence and use of a vehicle 
	X
	

	No criminal convictions that would affect the ability to work with children and young people.  Appointment subject to an enhanced DBS check.
	X
	






I confirm that I have read and understood the duties as described in this job description and person specification.                                                                                   
Signed:  ______________________                                      Date:                                            
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