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Job Description

Post:


Employer Liaison Officer 
Responsible to:

Project Co-Ordinator 
Hours:


37 hours per week 
Location:

200 Springfield Road, Belfast, BT12 7DR
Salary:


£29,269.00
Contract Term: 

Contract to the 31st March 2026 (possible extension depending on funding)
Main Purpose
The post will involve engaging with employers to source employment and training opportunities for participants. The post holder will establish and maintain excellent working relationships with employers for the purpose of developing job opportunities for clients across Belfast. They will source sector-specific vacancies as well as opportunities for individuals in designated geographical locations and manage the subsequent recruitment process. They will also be required to generate work placement opportunities with organisations across a wide range of employment sectors.

Principal Duties

1. Engage with employers to work with young people 16-24 years who are not in education, training or employment
2. Proactively develop relationships with a wide range of employers to build an employer and opportunity base, particularly focusing on the identified key industry sectors in Belfast.

3. Source and secure managed work placements, including subsidised wage opportunities as well as paid employment, for clients.

4. Seek out and conduct 'cold' site visits with a view to sourcing work opportunities at new and existing sites of employment, ensuring all visits are reviewed and followed through.

5. Work with employers to identify training and ‘route ways’ to employment, which would guarantee clients, interviews as a minimum.

6. Work with employers to convert work placements into permanent employment opportunities.

7. Maintain up to date knowledge of the local labour market and skills gaps, using this knowledge to help identify sector specific route ways to meet employer needs.

8. Working alongside the project team to generate employment opportunities and broker jobs for individuals through effective job matching, including the organisation of initial work trials and tasters, the provision of recruitment open days and interview preparation and follow up.

9. Work closely with the team to inform them of clients progress in employment.

10. Maintain accurate and up-to-date employer database and participant information systems.

11. Liaise closely with the Project Coordinator to strategically identify new employer opportunities and support a harmonised employer contact strategy to maximise job opportunities.

12. Undertake health & safety assessments of placements as necessary, ensuring all legal obligations are met and Health and Safety policy is adhered to.

13. Ensure accurate and timely completion of all paperwork and reports in line with funders and partners requirements.

14. Performing any other duties as required by the line manager and that are commensurate with the grade of the post.

15. Develop forward job plan for the post and achieve targets and produce monthly reports on activity/outcomes as required.
16. Undertake staff development activities that shall enhance individual, team, and organisational performance.
17. Undertake regular, formal supervision with Project Co-ordinator to measure performance targets and reflect on practice.
18. Attend and participate in team meetings.
19. Any other reasonable duties assigned by Springvale 
Other Responsibilities:

· Undertake any other related responsibilities commensurate with the evolving objectives of the post and the evolution of Springvale Training, as may reasonably be requested by the Senior Management team.
· Work flexibly 
· Undertake training in order to develop work related skills and knowledge.
· Work with due regard for Springvale Training ‘score values and objectives
· Ensure the effective implementation of and adherence to, Springvale Training’s policies and procedures
· Participate in Springvale Training’s Performance Management and Appraisal process, and agree short, medium and long term goals with line manager, and direct line staff.

· Identify learning and development needs with your line manager and evaluate T&D to demonstrate needs have been met.

· Share best practice and achievements, and contribute to opportunities to present outcomes and case studies.

The concept of team working means that a flexible approach to work areas is required from the postholder. The work areas identified above are not exhaustive and only represent current principal tasks. The post holder may therefore be required to carry out other duties as determined by Springvale from time to time.

Personnel Specification
The personnel specification shows essential skills, abilities, knowledge and/or qualifications required to be able to perform the duties of this post. Please therefore address, in completing the application form, each criterion listed in the specification, drawing upon all your experience, whether at work or on a voluntary basis.

It is essential that candidates clearly outline on their application how they meet each of the following criteria. Only those candidates that do so will be shortlisted.

Essential Criteria:
1. Qualification/Experience:

a) Recognised professional Qualification at Level 3 or above in a relevant field (relevant qualifications may include advice and guidance, careers advice, business, recruitment) and at least 1 years’ experience of working with employers.

OR 

b) 2 years or more experience within the last 5 years of working with employers in a relationship/recruitment capacity. (Number of years’ experience may be increased should there be a need to facilitate manageable shortlists)

2. Proven ability to work with both employers and clients to ensure successful job opportunities and prevent drop out.

3. An understanding of the needs of employers and the barriers that clients might face when they gain work.

4. Ability to work within a target driven environment responding to needs of unemployed people in which people are progressed to employment and/or further education/training.

5. Ability to communicate effectively with clients and employers resolve issues and build relationships.

6. Experience in organising Job Fairs and other job promotion events for unemployed jobseekers.
Desirable Criteria:

7. Valid driving license and access to transport appropriate for the post.  (Consideration will be given to candidates, who because of a disability, cannot hold a driving license but they must have access to a mode of transport that allows them to fulfill the duties of the post).

PACKAGE:

· Competitive salary package

· Mileage: 45p per mile

· 20 days holiday rising with length of service

· 10 statutory holidays per year 

· Access to childcare vouchers if applicable 

· Company pension

Springvale is an Equal Opportunities Employer

