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EYST Wales
Progression Project Assistant
Job Description

Job Title: 

Progression Project Assistant   
Hours of Work: 
Part-time 14 hours per week

Tenure:

Fixed term until 30th September 2019

Salary: 

£7,600 per annum (£19,000 pro rata)
Responsible to: 
Progression Project Worker  
Responsible for: 
Employment Champions/ Youth Employability Mentors 
Aims of the Post
a) To assist with the delivery of the EYST Progression Project according to the project plan 

b) To support and oversee employment champions and youth employability mentors within the project

c) To help deliver accredited training programmes for BME young people to increase their employability 
Principal Accountabilities and Main Duties
Specific

a) To assist the Progression Project worker to deliver the Project according to the project plan.
b) To oversee employment champions/ youth employability mentors within the project

c) To work directly with BME young people giving them appropriate advice, guidance, signposting and referrals on training and employability issues.
d) To help accredited training programmes for BME Young People 
e) To liaise with key agencies and attend network events as appropriate in order to facilitate integration into mainstream provision. 

General

f) To ensure the collection, entry and return of information as required for monitoring and  evaluation

g) To take part in training courses, staff meetings and regular supervision

h) To work within relevant health and safety legislation

i) To ensure that the project promotes and reflects equality of opportunity at all levels

j) To ensure that EYST Safeguarding and all other relevant policies are implemented 

k) To uphold the confidentiality of information of clients and adhere to GDPR regulations
l) To work with the wider EYST Team to set and maintain a culture of high professional standards and to deliver best value services

m) To carry out any other duties that may from time to time be required

Person Specification
1. Experience of working with BME communities & BME Young People
2. Experience of working in partnership with training providers and organisations, and knowledge of local provision.
3. Knowledge & Understanding of accreditation frameworks and requirements . 
4. An understanding and commitment to equal opportunities, 
5. Ability to enthuse and mentor vulnerable people 
6. Excellent interpersonal and communication skills 

7. Good Skills in IT, including Email, Word, Excel, Internet
8. Confident in social media use
9. A self-starter, able to organise own work-load, take initiative and work with minimum supervision

10. Personal commitment to Social Justice, Equality, Inclusivity and Human Rights

11. Passion for and commitment to making a positive difference
