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Job Description

Job title:		Employment Support Worker

Line Manager:   	Access to Work Project Manager

Salary: 		£12.42 per hour

Hours:			8 hours a week

Location: 		The Town Hall, Wandsworth High St, London SW18 2PU

Introduction to Generate
[bookmark: _GoBack]Generate has been creating opportunities and offering support to people with a learning disability since 1972.  We are committed to improving the lives of people with a learning disability by supporting and encouraging them in a creative way to access opportunities in their communities, take their place as citizens and reduce their reliance on services.  

In addition to our youth and community services targeted at people with a learning disability, we also provide an Access to Work service. We work on delivering one-to-one employment support workers and Job Coaching staff across London to individuals with a range of disabilities. It is funded for in-work support through the Department of Work and Pensions’ Access to Work Programme, although there is scope for this service to expand into other areas of supported employment. It is the largest provider of the programme within London with a wide breadth of scope in terms of location and range of disabilities supported. 

Main Purpose of the Job
Supporting our client with learning difficulties in their role as Business Admin apprentice. 

Detailed Responsibilities and Duties
Duties will include but are not limited to: -
· Note taking
· Support to learn and practice new processes and follow the guidance 
· Train to develop script to answer phones 
· Support to compose professional emails to rearrange appointments 
· Deal with finding information on database and liaise with colleagues
· Help with investigating queries from other departments
· Coach client with fine motor tasks by developing strategies and techniques to undertake tasks. 

General Responsibilities
· To be an active member of the Generate staff team.
· To comply with all relevant Generate policies, procedures and guidelines, including but not limited to Equal Opportunities, Health & Safety, Children &Vulnerable Adults, and Confidentiality of Information. 
· To represent Generate positively in a variety of situations and respond professionally to general enquiries.
· Although normal office/ retail/ hospitality sector hours will apply, the post holder must be flexible in his/her hours to meet the needs of Generate.
· Keep records and report on outcomes of your work.
· Keep up to date with current issues and good practice in the field of the Access to Work programme.
· Engage with support offered by colleagues and undertake training as required.
· Undertake any other reasonable task relevant to the work of the organisation that may be requested by the management team.

	Experience/Knowledge/Personal qualities:
	Essential 
	Desirable

	PA/IT skills
	*
	

	Good attention to details 
	*
	

	Strong administration and interpersonal skills
	*
	

	Effective written and verbal skills
	*
	

	Good organisational and time management skills
	*
	

	Ability to work well under pressure and meet deadlines
	*
	

	Awareness of confidentiality issues and maintain discretion with sensitive information
	*
	

	Previous demonstrable experience of supporting people with disabilities in the workplace or similar situation
	
	*

	Knowledge of the Access to Work programme, either as beneficiary or administrator.
	
	*




COVID-19 considerations:
All applicants must be vaccinated for Covid-19 or agree to be vaccinated on appointment.

Generate principles:
1. Generate members will always be at the heart of Generate and at the centre of every decision
1. Generate will dream big to enable people with a learning disability to explore, shape and develop their own futures
1. Generate is committed to having respectful and genuine relationships with everyone
1. Generate works to link people with their local communities and support them to maintain their connections
1. The Generate approach is about using and developing our skills, knowledge and experience and engaging our hearts when we work each individual to improve their lives.
1. Generate will work together with members, families, partners and stakeholders.
1. Generate will empower people with learning disabilities to campaign for their rights

Generate is an equal opportunity employer
Charity No: 1069548 Company No: 3461665
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