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Post Title 
Personal Adviser. 

Full time     
Monday – Friday 9.00am – 5.00pm
Locations
West Region (Dunbartonshire,                  Glasgow, Renfrewshire)
Position

Permanent

Salary

£14,590 – TBC (Pending job evaluation)

Job Purpose and Scope

Working alongside other stakeholders and partners, Skills Development Scotland has a central contribution to make in delivering the governments priorities for action within ‘Skills for Scotland’ – developing people, assisting employers and helping to improve the accessibility and coherence of learning and training opportunities.

Personal Advisers support individuals of all ages to develop their employability skills and assist them in accessing jobs, training and learning opportunities, including individuals in 16+ Learning Choices group.

Responsibilities

The Personal Adviser will work as part of a multi-disciplinary team within their locality and will be responsible for:

· Supporting all age clients to develop their employability skills and assist them in accessing learning, training and employment opportunities including those in the ‘hidden’ job market;
· Assisting clients with job search techniques and personal presentation;

· Providing information to clients in relation to learning, training and employment opportunities as well as benefits and financial supports available;

· Delivering structured employability interventions through a case managed approach including More Choices More Chances (MCMC) group;
· Delivering a range of group work activities appropriate to the needs of client groups in a range of settings;

· Developing effective working relationships with partner agencies, aiming to increase awareness of the needs and abilities of the client groups;

· Gathering, preparing and presenting labour market information to clients;

· Making appropriate internal referrals to other colleagues;

· Acting as an advocate for clients and ensuring appropriate referral to other agencies as required;

· Providing ongoing support to assist clients to sustain placements in learning, training or employment;

· Promoting SDS products and services and liaising with partner agencies;

· Maintaining accurate and appropriate client records and producing reports as required;
· Working to agreed customer service standards;
· Referral to programmes such as Get Ready for Work and Skillseekers;

· Adhere to SDS policies on equal opportunities and confidentiality

This list is not exhaustive nor is it complete; as SDS develops in line with customer requirements many additional activities will take place and will be delivered through the operations team.

Essential /Desirable
· A knowledge and understanding of how SDS contributes to the ambition of the Skills for Scotland Strategy;

· Effective communication skills including ability to work with groups;

· Experience of working with the general public, preferably in a similar environment;

· Knowledge of  local training, learning and guidance provision;

· Knowledge and experience of methods of client engagement and the benefits and tools available for employability support;

· Qualified to or working towards the SVQ level 3 in career guidance or equivalent is beneficial;

· Experience of networking and negotiating with other agencies;
· Ability to utilise appropriate management information systems and produce reports;
· Ability to organise and self manage own workload
These posts are subject to Disclosure Scotland check.

We are committed to achieving equal opportunities.

To apply, please email your CV quoting the relevant reference to: recruitment@skillsdevelopmentscotland.co.uk
or write to:
Skills Development Scotland Ltd

Janey Whyte
HR Assistant

Skills Development Scotland

150 Broomielaw
Atlantic Quay

Glasgow

G2 8LU

Closing date is: Noon on 19th March 2010
Interviews will commence Wednesday 24th March 
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