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	Job Title: Employer Partnership Adviser – Student Employment
Reporting to:   Employer Partnership Support Manager – Student Employment
Base: The Roundhouse 


	Hours: 37 hours per week, 52 weeks per year
Contract Type:   Support
Holidays: 20 per year subject to service increases
Salary: £28,982 per annum pro rata


	Job Purpose 

To support recruitment campaigns for employers and management of students into various employment destinations, including apprenticeships, part-time and full-time positions. Matching to suitable vacancies and providing robust advice and guidance whilst providing a professional recruitment service. 
Working with the employers, Employer Partnership Managers, Apprenticeship, Work Experience and Curriculum teams to fill vacancies and progress students into positive employment destinations.


	Key Responsibilities 

Key Responsibilities
.
•	Efficiently promote apprenticeships, Part-time and Full-time vacancies within a chosen time scale and ensure successful vacancy fills with highly visible promotional campaigns to our DCG students.

•	Schedule and deliver Recruitment classroom sessions to students to ensure all have relevant IAG and understand all employment opportunities and where/how to access the service.

•	To attend/co-ordinate events. Pop-ups stands/classroom vacancy drop-ins to promote the Employment vacancies and matching service. Including attendance of Jobs Fairs, Apprenticeship events and Talent Pool master classes.
•	Referrals to other DCG teams for services such as Employer Partnership Managers, Apprenticeship Delivery Teams, Compliance Teams, Careers, Personal Tutors, Curriculum Teams and Work Experience.

•	Create, manage and promote a Registered Interest list and Work Ready talent pool. Utilising the Work Ready Passport data on ILR and Next Steps data to create and manage a Work Ready talent pool of students looking for employment.
•	Advertising and promotion of all employment vacancies aligning to employers’ recruitment needs (Bespoke recruitment service where required). Promote recruitment services and vacancies available and criteria for this service to students, including social media, jobs board, student website and campus screens.
•	Updating the destination database once a student match and positive destination has been obtained 
•	Employer recruitment campaigns - promotion of vacancies (working with the DCG Marketing team), the employer application process, including sifting, shortlisting, organising interviews and work trials
•	Support with managing our students into Full-time jobs in the run up to the end of their programme and continually, over the months after leaving, to secure them relevant and sustainable full-time employment.
•	Provide a supportive and informative pre-screening of applicants ensuring a high level of advice and guidance is given to all applicants in a timely manner.
•	Work collaboratively with Work Experience to track employer opportunities and conversion of this into a positive employment destination.
•	Complete regular recruitment surveys with candidates to assist with analysis of satisfaction/building on service. 
•	Complete regular employer feedback by surveying employers following various employment opportunities in order to ascertain if DCG prepared the student well for transition from education to employment.
· Support with promotion of opportunities/leads referral process internally to all staff to enable central recording and management of all employment opportunities/capturing and promotion of curriculum data on how they have also supported students into employment.
· Facilitate Maths and English assessment sessions to verify eligibility for Apprenticeship recruitment.
· To input learner information on to the DCG systems and processing sign up information to internal teams.
· Maintain the DCG website employment page by ensuring content remains relevant, inspirational and informative and that new employment opportunities are added and removed promptly.

· Maintain the DCG Employment intranet page, so that DCG staff are kept informed of the offer and can easily refer any employer vacancy leads/access support when needed/book for team to attend class sessions.

· Report on vacancy progress weekly/supply statistical information.

· To provide a professional customer service to both internal and external customers.

· To liaise with schools, careers and employment service as and when required..

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.

· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection. · 
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.

	Person Specification 

	Competencies

Essential
•	Ability to communicate effectively at all levels
•	Excellent organisational skills
•	A high level of interpersonal skills
•	IT application skills – spreadsheets, databases and word processes
•	Customer service to external clients
•	Administration experience
•	Access to own transport

Desirable 
•	Presentation skills
•	Event management
•	Interview techniques


	Knowledge & Experience 

Essential

•	Understanding of Apprenticeships
•	Understanding of Recruitment
•	Customer service
•	Microsoft packages (Excel, Word, Email, PowerPoint)

Desirable
•	Employer engagement


	Qualifications

Essential 
•	GCSE Maths and English C/4 or above/ equivalent
•	IAG L3


Desirable: 

•	L2 Administration or word processing
•	L2 Customer Service
•	L2 IT
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