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Employment Adviser – Wellness in Work
The Wellness in Work Employment Service provides practical and emotional support to people who face barriers to employment due to mental ill-health; offering vocational support to those who are unemployed and looking for work, and job retention support to those who are currently employed but struggling at work. SMART works as part of an Integrated Mental Health service which brings together a range of healthcare professionals including clinical services, wellbeing services and GPs. This role is embedded into CNWL’s Talking Therapies service.

Location:             Kensington and Chelsea/Westminster, London
Salary:                £30,385
Hours:                35 hours per week (full time) 
Contract:            Initially to 31/03/27, ongoing subject to continuation funding
Annual leave:     28 days per year, plus statutory holidays
Work pattern:     Hybrid – office and home working
Responsible to:  Wellbeing Services Manager, Senior Employment Adviser

Aims and objectives of service
· To support people with mental health needs into competitive and sustainable opportunities in employment, vocational training, further education or voluntary work
· To enable people to retain their current employment, return to work from mental health related sickness absence and to manage their mental health in the workplace
· To support people to improve their employability skills around CV writing, application form filling, writing cover letters and interview practice
· To provide a structured, holistic and person led service 
· Basing job finding, disclosure, and job support on the individual’s preferences 

Responsibilities – caseload management
· [bookmark: _Hlk132891771]To provide holistic and person centred 1-1 case management to clients facing barriers to gaining or retaining employment including discussing how their mental health affects them in the workplace
· To collaboratively make an action/wellbeing plan with the client, outlining the steps to be taken to reach their goal
· To liaise with a range of multi-disciplinary professionals who are involved in the clients’ care, including, but not limited to GPs, Talking Therapies, internal Wellbeing Services, Mental Health Specialists and carers, ensuring a smooth and coordinated approach, especially where multiple agencies are involved
· To provide practical support to clients who are unemployed including, but not limited to careers advice, exploring vocational options, CV writing, cover letter writing, application form filling, interview tips and practise 
· To provide information, advice and guidance on related issues, including, but not limited to developing coping mechanisms in the workplace, building self-confidence, employment rights in the workplace, disclosure of mental health issues, employment related benefits, social isolation and general wellbeing support
· To provide Job Retention support to clients who are employed but struggling at work, facing difficulties in the workplace or need support to return to work after a period of sick leave, including, but not limited to ensuring both employees and employers understand their rights under equalities legislation and employers understand their obligations under the legislation
· To support clients to prepare for grievance, disciplinary, performance and absence review meetings, accompanying them as and when required
· To provide information, advice and guidance to employers including, but not limited to advocating on behalf of the client, negotiating reasonable adjustments and phased return plans, referrals to occupational health, mediation recommendations and negotiating settlement agreements
· To liaise with and support clients to access Trade Union reps, employment solicitors and where necessary, to gain legal advice
· To provide where appropriate, workshops and training to groups of clients to assist with their personal development and employability skills
· To provide a Job Retention Triage service to all JR clients referred into the service, and making decisions based on the information received whether to accept the client or signpost to partner organisations/legal advice
· To have knowledge of local and London wide employment services, developing links with local providers to provide a ‘no wrong door’ seamless transfer where applicable, keeping up-to-date with service changes and developments, and establishing effective relationships with those services
· To work collaboratively with wider colleagues over the sites, attending wider service meetings to stay informed of changes and/or provide Employment Service updates 
· To have a good understanding of mental health issues and systems, with the ability to manage safeguarding concerns and confidentiality appropriately
· To identify when intervention for a mental health issue is needed and when there is a need for urgent action or a step-up in care, alerting the relevant professional(s)
· To keep accurate and up-to-date records of all client contact; including updating the IAPTus database, Microsoft Excel and other internal systems in a timely fashion, to allow other professionals involved in the clients care to access current information
· To gather, record and collate information, including case studies and wellbeing measures in a prescribed format in order to demonstrate the impact of the service
· To provide management with accurate performance and outcome data when requested and within deadlines, to ensure key performance indicators can be accurately measured and objectives achieved 

Responsibilities - general 
· To play a role in informing internal teams about the range of services available in the community and how they can access them directly
· To contribute towards the development of the project, attending meetings, events and presenting the service when required
· The ability to demonstrate an understanding of the impact of the service on wider health, social and voluntary sector services
· To identify new services and opportunities or gaps in services, and feeding back information on this as well as service quality and accessibility to management
· To adhere to all policies and procedures including those around health and safety and finance
· To work flexibly in order to provide clients with an easily accessible service, and have flexibility to work over various hubs and sites as and when necessary 
· To identify individual training needs for your own continuous personal development, and attend training sessions and workshops organised internally
· To attend monthly supervision and clinical supervision sessions 
· To attend and contribute to team meetings and SMART staff meetings 
· To be aware of the various SMART Projects, in order to promote within the wider teams or refer clients into
· To provide staff cover at SMART as and when required

[bookmark: _Hlk132898157]SMART is a small organisation and as such, staff are required to help with events and other duties agreed with managers from time to time.  This job description is not a definitive list. 

Person Specification 
	Qualifications:
	Essential/Desirable

	Counselling / Psychotherapy, or related qualifications
	D

	Professional qualification; Youth work, careers guidance, vocational rehabilitation or related qualification
	D



	Experience:
	Essential/Desirable

	Working with people who have mental health needs/emotional difficulties in an employment setting 
	E

	Negotiating with professionals at all levels 
	E

	Liaising directly with employers to help people retain employment
	D



	Skills and Abilities: 
	Essential/Desirable

	Ability for empathic and professional engagement with people with mental health needs
	E

	Proven ability to meet (or exceed) outcomes and targets
	E

	Ability to work within a team and individually
	E

	Ability to engage with professionals relevant to retain the employment of service users
	E

	Ability to work with external professionals and agencies in the voluntary, public and private sectors
	E

	Excellent written and oral communication skills
	E

	Excellent interpersonal skills 
	E

	ICT skills, including the use of Excel and Access databases 
	E 



	Knowledge and Understanding: 
	Essential/Desirable

	Knowledge of employment and disability related laws
	E

	Knowledge of the Individual Placement and Support model
	D 

	Knowledge and understanding of boundaries and confidentiality 
	D 

	Knowledge and understanding of relevant Health and Safety Issues
	E

	Knowledge and understanding of Equal Opportunities issues 
	E 



This position is subject to a Disclosure (DBS) check. SMART are equal opportunities employers and recognise that having a diverse workforce enhances the support given to people who use our services.   
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