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Job description 
 
Skills and Aspirations Officer
 
	Reports to 	 	 
 
	 Community Capacity Manager 

	Responsible for Directly 
 
	 0

	Total staff managed 	 
 
	 0

	Grade
	5 Job Evaluation Pending

	Working environment  
	Predominantly community based with some office working.



[bookmark: _Hlk33097328]Working Hours:	37 hours per week Monday to Friday with evenings and weekends depending on business need

Fixed term: 		Until 31st March, 2026

Purpose of role 
· To identify residents within our key local communities who could benefit from additional support in building their skills and aspirations to follow a pathway to employment.
· Work with local schools and VCSEs to identify community venues and training providers to support access to skills within a community setting, being present in key communities to build trust with residents to support them to engage. 
· Work with a case load, including people referred from DWP, to identify and holistically overcome their barriers to building their aspirations including access to social and peer support, skills building volunteering opportunities and access to training.
Key result areas:
· Actively support and engage with local community events to build trusted, collaborative relationships with organisations and economically inactive residents.
· Provide targeted support to economically inactive individuals, enhancing their access to education, training, and skills development opportunities that facilitate their progression towards employment.
· Collaborate closely with internal and external partners to identify, secure, and promote volunteering and employment opportunities, enabling residents to gain meaningful work experience and sustain long-term employment.
· Undertake accurate and timely monitoring, reporting, and evaluation activities to demonstrate the impact and effectiveness of the role in meeting project objectives.




Main Responsibilities
Corporate Responsibilities  
· As directed by the Community Capacity Manager, to co-ordinate activities in line with Council procedures. 
· To work with partners to integrate the role into existing projects and services.  

Operational responsibilities

· To support and review referred residents in relation to their immediate issues to identify the best course of action, guidance and/or support to enable the person to engage with training and support in their community.  This may require ongoing support and advice. 

· Arrange and carry out support either by phone, virtual appointment and community visits with residents in need of support; drawing-up support plans as appropriate. 

· Work in the local community, building relationships with key stakeholders such as schools, police, community venues and training providers to organise appropriate skills building activities and events at a local level with a focus on access for those most suited to the service.

· Work with local employers to bring them into community level events which promote suitable local career pathways and engage residents in discussions about the routes and skills required for those roles. 

· Support people to access appropriate volunteering opportunities, formal and informal, which build skills for employment and improve wellbeing, help overcome barriers to volunteering and support residents to utilise the experiences in the form of CVs and supporting statements for work placements. 

· Help residents to engage in community activity which builds confidence, improves wellbeing and helps to increase their social support network. 

· Work with GYBC colleagues and partners in the Community Hub operating model to support the resident to tackle any wider issues such as housing, finance and care requirements which will enable them to progress into economic activity utilising Collaboration Meetings for those residents with more complex needs.

· Ensure all support is documented on appropriate case management systems and collated for feedback to funders and partners to allow for identification of service improvements or highlight successes. 

· To promote safeguarding awareness with service users and multi-disciplinary colleagues. Keep updated on current safeguarding guidance and practice and be vigilant in all activities.

· To ensure service delivery is geared to meet the service users and carers ethnic, religious, cultural and linguistic backgrounds.

· To maintain records as required for the purposes of Great Yarmouth Borough Council Standing Orders and administration.

· To be available as necessary to attend meetings, including working outside normal working hours.

· To undertake such other functions which are consistent with those listed above and appropriate to the title and grade of the post as may be necessary or may be directed in order to facilitate the performance of the above duties and the general service delivery and working efficiency of the Borough Council.

These may change subject to consultation with the postholder 
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.  	 
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Person specification 


 
	Skills and Aspirations Worker

	Experience/ Knowledge 
	· Demonstrable track record of organising successful community events and/or activities. 
· Knowledge of the skills and employment pathways available.
· Knowledge of how voluntary, public, private and community sectors are related and work together including appropriate local activities.
· Knowledge of assessment processes and electronic case management systems.
· Awareness of health and safety and risk management in relation to community working and events.
· A commitment, knowledge and understanding of equal opportunities policy and anti-discriminatory practice.

	 

	Qualifications 
	GCSE English and Maths at grade C (Level 4) or and equivalent Level 2 qualification demonstrating ability to organize successful community events and activities, knowledge of the skills and employment pathways available, as well as an understanding of how the voluntary, public, private, and community sectors interrelate and collaborate on local activities 

	

	Competencies / 
Skills 
	· Excellent organisational skills, able to prioritise and multi-task, working on several areas of work at once.
· Excellent communications skills for dealing with residents, partner organisations and contacts in local businesses. 
· Excellent interpersonal skills with the ability to build effective working relationships at all levels.
· A methodical, motivated and customer-focused approach to work.
· Enthusiastic, friendly and confident manner able to maintain a professional approach at all time.
· Proficient in the use of IT business applications (Outlook, Excel, Word, etc.). 
· Able to work positively and effectively.
· To be able to adopt a learning attitude and have the ability to adapt to change.

	 

	Personal Qualities and Attributes 
	· Ability to counsel and advise others providing the relevant support. 
· Able to work independently as directed as well as work as part of a team.
· Professional with a good understanding and insight into customer care.
· Able to work under pressure and to meet target deadlines with the minimum of supervision and prioritise workloads. 
· The ability to listen and remain calm under pressure. 
· The ability to work flexibly and creatively to respond to the changing needs of the Council and residents.
· Be required to work some unsocial hours on occasions Willingness to work in a range of settings depending on the needs of the service.
· A willingness to undertake continuous professional development. 
· To be able to respond effectively and professionally to local residents, stakeholders, customers and staff, both within the organisation and within partner agencies. 


	Behaviours
	· Effective communication
· Working together                                           [image: C:\Users\gwells\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Artboard 20@2x-100.jpg]
· Taking personal responsibility
· Putting Great Yarmouth first
· Respecting others
· People focused
· Embracing change

	

	Personal 
Circumstances 
	· Able to travel independently and be flexible in terms of working hours, including outside normal office hours.


 
Evaluated: February 2017 (EELGA) 
Evaluated: February 2017 (EELGA) 
Created/ Revised by: Dean Wilson 28/05/2025
Evaluated: 4 September 2020
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