
 

Job Description 

 

Job Title:  Employability Key Worker 

 

Job purpose: To assist in the delivery of an effective, efficient, high quality, 

employability support service. Providing adults of all ages who 

are unemployed and economically inactive, often with 

complex/multiple needs with a package of employability 

support to reduce those barriers and help them to progress into 

learning, training or work opportunities 

 

Key Responsibilities: 

 Work with the Directors to actively promote and market the service. 

 Pro-actively identify potential referrals through outreach within communities 
and active engagement with partner organisations.  
 

 Check the eligibility of all referrals and register onto the service as 
appropriate. 

 

 Assess the support and development needs of those referred to the service. 
 

 Devise, implement and review a co-produced personalised action plan with 
each client, identifying achievable goals and actions that tackle barriers to 
employment and develop an appropriate pathway towards success.  

 

 Support clients to navigate available support options, including mainstream 
services, family support networks that can be optimised, as well as specialist 
support services. 

 

 Signpost and accompany clients to specialist services (e.g. substance 
misuse, housing, health, benefits, legal, debt advice) to overcome barriers to 
work and employability. 
 



 Provide consistent motivation and mentoring support to client’s with complex 
and sometimes challenging needs, empowering them to achieve their 
employment and training goals. 

 

 Effectively manage a caseload of clients; ensuring performance targets and 
objectives are met. 

 

 Pro-actively maintain at least weekly contact with clients, to maintain their 
motivation, keep on track and address any set-backs. 

 

 Accompany clients to appointments and advocate appropriately on their 
behalf. 

 

 Identify suitable work experience and training placements and provide support 
to clients to sustain their placement in liaison with employers. Engage with 
local employers to source potential employment opportunities. 

 

 Work with employers to support inclusive employment practices. 
 

 Deliver, arrange or facilitate a range of employability, work preparation and 
job related training courses/job and enterprise clubs to clients/potential clients. 

 

 Support clients with 1-2-1 confidence building, CV development, interview 
skills and job search. 

 

 When employment/training is secured, maintain supportive contact through 
the transition from being out of work to being employed/in training. 

 

 Maximise use of the IT and learning centres for the benefit of clients. 
 

 Provide information and advice to clients on a range of matters to address 
complex barriers to employment and training including accommodation, 
welfare benefits, childcare and other caring responsibilities, debt, social 
isolation, language, disabilities, health and well-being. 

 

 Identify learning and employment agencies across the area and develop and 
implement partnership and joint working practice. 

 

 Liaise and share information appropriately with other partners to maximise 
positive outcomes for clients. 

 

 Track people’s experience of the service using self-evaluation questionnaires 
and feedback from staff and stakeholders. 

 

 Maintain accurate client records and record all data in accordance with 
requirements, including client views and experiences of the project, to enable 
the organisation to monitor the progress of the service and evaluate its overall 
effectiveness. 

 



 Responsible for the day to day health and safety and the safe running of 
support sessions, groups and courses. Undertake appropriate workplace 
health and safety assessments. 

 

 Any other duties commensurate with the post. 
 

 

 

Person Specification: 

 

Knowledge and Experience 

 

 IAG Level 3. 

 Capable of assessing ESOL, maths and digital need. 

 Strong track record of delivering employability support. 

 Good IT skills, including knowledge of windows-based word processing and 

spreadsheet packages. 

 Knowledge of complex barriers to employment and how to address them. 

 Experience of working with disadvantaged people who are economically 

inactive or long term unemployed. 

 Experience of designing and delivering personalised co-produced action 

plans. 

 Good knowledge of welfare benefits – both in-work and out-of-work benefits. 

 Knowledge of health and safety and safeguarding issues. 

 Skilled in using RARPA to track learner progression. 

 

Skills 

 

 Excellent interpersonal and communication skills; effective group facilitator, 

confident presenting to groups. 

 The ability to manage a caseload and work effectively. 

 Manage databases; record information and write evaluation reports as 

necessary.  

 Able to work independently as well as being a good team player. 

 

 

The successful candidate must undertake an enhanced DBS check. 

 

 

 

 



The above duties and responsibilities must be carried out in compliance with 

The Employers Forum’s Equal Opportunities Policy, Health and Safety Policy 

and with all other policies currently in force at The Employers Forum. 

 

 

Location: Sheffield 

 
Salary: £21,840 – £23,660 per annum (Depending on experience). 

 
Type of Contract: 12 Months Fixed Term (May be opportunity to extend subject 

to funding). 

Hours: 35 hours per week 
 
Closing Date: 12:00 noon on 17th September 2021 
 
Interviews to be held in week-commencing 27th September 2021 
 
How to Apply: CV with covering letter to: info@theemployersforum.org.uk  
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