	Competency Based Job Profile SO1/SO2



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Office of the Chief Executive 
	SERVICE GROUP: SkillsHouse

	POST TITLE: Resourcing Officer
	REPORTS TO: Business Engagement Manager

	GRADE: SO1/2 £33,366 - £37,938 pa
	SAP POSITION NUMBER : 50203223 / 50214027


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	SkillsHouse aims to become the Employment and Skills supplier of choice responding to the recruitment and skills needs of the District’s employers, whilst supporting the District’s jobseekers to enter and progress into employment. 
The Post Holder will support the implementation of SkillsHouse priorities and work closely with Job Centre Plus and other partners to ensure better outcomes and progression for local job seekers.
The Post Holder will facilitate and develop collaborative approaches to raising skills and business competitiveness levels regenerating the Bradford District. 

The Post Holder will manage a portfolio of employers, supporting with both recruitment and skills solutions, applying the inclusive talent pipeline model enabling progression to employment for local job seekers. 
The Post Holder will liaise with SkillsHouse colleagues and wider partners to ensure that systems and records of employers and are accurately maintained on the CRM System. 


	Main Responsibilities of Post: 

	The SkillsHouse Recruiter will: 
· Will work with partners to develop a skilled labour pool of potential jobseekers ready to meet the needs of recruiting for local businesses.
· Will develop and maintain good working relationships with new and existing employers from across the Bradford District whilst working in partnership with the Business Engagement Team.

· Will take responsibility for supporting jobseekers from across the district with securing sustainable employment with local employers.  

· Will assist jobseekers with the development of new skills through the access of the SkillsHouse partnership that is relevant and critical to the needs of employers across a diverse range of sectors and industries. 
· Identify needs of local businesses; planning and supporting recruitment campaigns and the delivery of training to meet those needs. 

· Develop a good understanding of local employers and partners, their industry/sectors, what they do, their work culture and environment.
· Work closely with the Business Engagement and the Programmes Services Team to progress jobseekers through the 5-step talent pipeline model to create an inclusive pool of jobseeker talent for the needs to the business district.
· Market the SkillsHouse partnership services across the district; generate referrals from partners and employers with a view to increasing demand using the SkillHouse 5-step talent pipeline model.
· Optimise all recruitment and skills opportunities with existing employers to promote the full services of the SkillsHouse partnership.
· Communicate effectively with a range of partners, stakeholders, jobseekers and employers.

· Use social media and other digital platforms to advertise positions for jobseekers.  Responsibilities will include drafting and placing adverts on a range of media platforms including the Job Centre Plus, external partnership websites whilst adhering to Council branding and PR policies.
· Will competently be able to use a Customer Relationship Management (CRM) Tool and use the data to match the right candidates to employer vacancies.
· Will work towards and exceed targets that will contribute to the SkillsHouse partnership profile, including job starts, basic skills and sustainable job outcomes.

· Ability to confidently work to key objectives and key performance indicators (KPI’s).


	Structure:



	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Demonstrates a clear understanding of the local job market, with a strong understanding of recruitment and selection processes. Has the ability to work with employers to provide recruitment, training and employment solutions ensuring sustained employment is achieved.
	x

	Demonstrates an understanding of the barriers to work and training faced by local jobseekers, working with partners to ensure the needs are met and employability is increased.
	x

	Able to identify and provide support to individuals to increase employability and job outcomes and sustainability of employment, sign posting to other provision where applicable.
	x

	Able to develop partnerships and strong working relationships with employers, educators and other professional services across all levels of 
	x

	Demonstrates a good understanding of Employment and Skills funding and how funding sources can be used to meet needs.
	x

	Uses a range of IT packages relating to area of work e.g. Microsoft office, CRM System and social media to design and publish job adverts, maintaining employer and job seeker records accurately. 
	x

	Demonstrate understanding of the use of digital communications and social media networks for internal and external communications with the ability to interpret, handle and communicate information
	x

	Ability to adopt a process of continual improvement and suggest ways of

working more efficiently and effectively to improve service delivery.
	x

	Has an understanding of the diverse needs of our employers and jobseekers to drive inclusive recruitment through a diverse talent pool. 
	x

	Understands and applies health and safety working practices, including risk in own area of work and or across other areas of work relating to skills and employment service delivery (including safeguarding, etc.)
	x


	Relevant experience requirement: Will be used for shortlisting

	Experience working in a related field, engaging with and providing professional services to individuals, vacancy matching and diagnosis of additional support needs, e.g. recruitment, training provider

	Experience of managing marketing activities including website management and working with social media is essential e.g. experience in the use of social media for recruitment

	Strong IT skills and substantial experience of database as well as Microsoft word, excel and a CRM Tool.

	Experience of working in a customer facing environment, with strong interpersonal skills and relationship management experience. 

	Relevant professional qualifications requirement: Will be used for shortlisting


	No professional qualifications essential

	Academic qualification requirements: GCSE (Grade A-C) or equivalent in English and Mathematics or be able to demonstrate experience and achievement at a similar level.

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; negotiating, persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	A flexible attitude to working hours would be desirable. 
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	Ability to travel to various locations within and outside of the Bradford district

	

	Compiled by: Kirti Patel
21/11/22
	Grade Assessment Date:


	Post Grade:  SO1/SO2


Senior Employment Services Manager





Business Engagement Manager





Business Engagement Officer - SkillsHouse x 4





Resourcing Officer - SkillsHouse x 3











Version 2 | Dated 6th February 2015 | Created by IJ | Job Profile Employee Band 5 - 8

