Breakthrough UK Ltd.
Job Description – RTC Employment Broker
	Date Prepared:
	29th November 2012

	Post Title:
	RTC Employment Broker

	Reporting To:
	Project Manager (Employment) 


Aims of the Post

1. To engage with employers strategically to create, develop and sustain voluntary or paid work opportunities suitable for clients including those with complex employment barriers. 
2. To support clients to apply for work and secure voluntary or paid employment or become self-employed.
3. To provide guidance and support to employers & clients in the workplace.
4. To interview disabled people for the Breakthrough Employment Service.
5. To market the Breakthrough Employment Service where appropriate.

6. To keep all relevant records accurate and up to date and developing, refining and self-auditing systems where appropriate.
7. Other duties.
Tasks: 

1.
To engage with employers strategically to create, develop and sustain voluntary and paid work opportunities suitable for clients including those with complex employment barriers
1.1
Engage with employers by creating new contacts and developing existing contacts both within the team and other teams in Breakthrough UK.
1.2
Create paid opportunities for clients as well as work tasters and placements where appropriate in line with clients Employment Profiles.  
2.
To support clients to apply for work and secure voluntary and paid employment or become self-employed
2.1
Work with clients to develop realistic job goals and how Breakthrough can support which will be articulated within a person centred action plan. 
2.2
Working with clients to apply for voluntary & paid employment by contacting employers, supporting clients to contact employers, working on written applications for employment, interview preparation and support where appropriate.
2.4
Facilitate User Led Job Clubs, employer visits and employment preparation sessions where required.
2.5
To provide travel support as and when needed.
2.5
To encourage clients to consider self-employment where appropriate.
2.6
To support clients in developing their business ideas and business plans through mentoring and working with the client to overcome the barriers that they face to becoming self-employed

2.7
To support clients in setting up their businesses including registering their business with Inland Revenue.

2.8
To support clients in sustaining their businesses so that their businesses can work effectively without long term support from Breakthrough UK.
3.
Provide guidance and support to employers & clients in 

the workplace.
3.1 To provide the relevant support to clients and employers in the workplace to enable clients to sustain employment.  Ensure that individuals personalised employment plans are being achieved.
3.2 To provide guidance to Employers in removing barriers in the workplace and promoting independence. 
3.3 To work with other Breakthrough staff to maintain and develop the relationships with employers in line with the services strategic plans and agreements with each employer.
3.4 To provide bespoke training around the work requirements for the work roles that clients are being supported in or to achieve.
4.
To interview Disabled People for the Breakthrough Service. 
4.1 To identify whether referrals meet the criteria for our service and signpost people to other services where appropriate.

4.2 To interview disabled people using a person centred approach holistically considering barriers and circles of support.
4.3 To support the client to identify appropriate employment & training opportunities which lead to independence in the workplace, using agreed assessment methods.  

4.4 To develop Person Centred Action Plans and complete other supporting paperwork with the client in support of their employment aspirations that will address barriers they face to gaining and sustaining paid employment.
4.5 To liaise with appropriate external organisations/contacts in support of the clients aspirations.  This may include advocating around benefits advice, colleges, housing, debt advice, support groups etc.

4.6 Gather information from circles of support and carry out risk assessments to ensure client would be safe in a work environment and not present unsuitable risks to themselves or other people. 
4.7 To work in partnership with Jobcentre plus to help support disabled people meet their employment aspirations.
5.
To Market the Breakthrough Service where appropriate.
5.1 

To be willing to present the employment service to 


 employers, colleges and any other appropriate organisations.

5.2 
   Attending open days and jobs fairs, with the purpose of 

   networking with organisations, employers and disabled 

   people.

5.3 
   To market Breakthrough UK as and when requested 

6. 
To keep all relevant records accurate and up to date.

In liaison with colleagues, 

6.1 To meet internal and external company targets;
6.2 To prepare and maintain appropriate information systems relating to personal records of clients, including reviewing and updating Action Plans and Employment Profiles with clients on a regular basis;
6.3 To monitor and record progress against pre-set objectives, plans and programmes;

6.4 To record accurate statistical information and maintain individual client records, in keeping with Breakthrough’s Confidentiality Policy;
6.5 To monitor, record and report the time that is spent supporting disabled people with their individual support plan.
6.6 To discuss progress with other team members for the joint              

updating of plans.
7.
 
Other Duties

7.1 
To work closely and provide support to Management Team   


as and when required.

7.2
To deputise, as required for other members of the Project Team

7.3
To ensure that Breakthrough UK works to combat 

discrimination on any grounds, through specifically on the   


grounds of disability. 
7.4
To ensure that the principles of independent living and equal 


opportunities are implemented in all work undertaken on behalf of 


Breakthrough UK Ltd and practised internally and with other 



people it comes into contact with.
7.5 
In conjunction with the other staff, to be responsible for 
 
Health and Safety 

7.6
To be responsible for opening and closing of the site at 


which you are working as required. 
7.7     To carry out the above duties, and any other duties  commensurate with the responsibilities of the post, which 

 may reasonably be required, in a manner that actively supports and promotes Breakthrough UK Ltd Aims and Policies.
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