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Job Title:  Employment and Progressions Officer

Repor ng to: Na onal Opera ons Manager

Role Overview:
· Responsible for establishing excellent customer rela onships with both the learner 
and employer ensuring total customer sa sfac on and repeat business

· Iden fying and securing work placement opportuni es for learners undertaking the 
traineeship programme

· Iden fying and co‐ordina ng  work placements with opportuni es for progression 
into appren ceship

· Working with a wide range of referral agencies to ensure learners are sourced, 
supported and able to access the courses available and progress into employment, 
further educa on or appren ceships

· Providing delivery support to the traineeship tutor to ensure success of the 
traineeship programme

Principle Accountabili es:
· To work with engagement staff and ensure courses are fully occupied
· To assist in the distribu on of relevant documenta on to providers concerning work
placement

· To source and organise work placements and risk assessments and support learners 
in the work placement process

· To carry out Health & Safety assessments of work placement se ngs, and to be
aware of the issues surrounding Health & Safety/Safeguarding within the work place 
environment

· To ensure that all placements maintain compliance with Health, Safety and Equality 
legisla ve requirements

· Complete workplace monitoring on an ongoing basis and ensure repeat ve ng’s are 
completed  mely

· To ensure that all learners and employers receive a thorough induc on presented 
with all relevant informa on in line with current policies, procedures and prac ces

· To ensure all learners have an Induc on and training plan in the work placement
· To organise and a end placement visits to monitor the progress of learners, and
deal effec vely with any issues/concerns that arise  and update individual learning 
plan

· To complete work place observa ons of support and IAG in line with the company 
OTLA policy and provide feedback to learner and employer and share findings to 
classroom tutor to update por olios

· To work alongside classroom tutors on the progress of learners in the workplace and 
provide effec ve support  in driving successful comple ons

· To gather employer feedback at the start, middle and end of programme 
par cipa on using company standard approach

· To a end appropriate mee ngs when necessary
· Willing to undertake training where appropriate
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· Any other du es as required by your line manager, commensurate with the grade of
the post

· Maintain contact with learners that have posi ve outcomes during tracking period 
and monitor progress of outcome

· Maintain contact with learners without posi ve outcomes and support them to 
achieve desired des na on during the tracking period

· Provide effec ve and impar al IAG throughout the learner journey and ensure all 
records are maintained in line with GDPR

· To work to set KPIs in line with all performance management procedures

GENERAL RESPONSIBILITIES:

· Ensure that you work to the IXION Group ’s vision, values, objec ves and priori es
and are strongly commi ed to them

· Understand and adhere to all responsibili es to ensure that the quality requirements
of IXION’s Quality Assurance Framework, the prime contractor, funding body,
OFSTED, DWP Quality Framework, or any other contract stakeholder, are maintained

· Promote the principles of Equality and Diversity and ensure that the policy is fully
applied at all  mes

· Understand and be commi ed to all personal responsibili es under Health & Safety
and Safeguarding procedures, and ensure that the policies are adhered to at all
 mes

· Ensure that the Code of Conduct, Data Protec on, Harassment & Bullying
Confiden ality, An ‐Fraud, Data Security and all other policies of the Company are
fully applied at all  mes

· Strictly adhere to all IXION processes and procedures

· Ensure individual exper se and subject area knowledge is up to date through
Con nuous Personal Development, including sharing good prac ce, engaging with
training and acquiring/maintaining any individual qualifica ons required for the role.

· Work flexibly in the field and across offices, as and when directed by line manager.

· As necessary, and in addi on to the above, undertake other ac vi es commensurate
with the nature of the post. 

Core Competencies

All IXION employees are required to demonstrate a number of core competencies

· Self‐management – manage workload effec vely
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· Rela onship management – develop and maintain produc ve rela onships with 
your team, management, clients, partners, sub contractors and all key stakeholders.

· Customer and Employer  focused – commi ed to understanding client aspira ons, 
suppor ng their needs

A tudes & Behaviours

· Represent IXION in a professional manner on all occasions
· Strive to improve prac ce to be crea ve and innova ve and work towards 
con nuous improvement 

· To adopt a co‐opera ve approach to delivery by maintaining and promo ng 
effec ve communica ons, sharing good prac ce across the organisa on and with 
externally

Experience and Qualifica ons required

Essen al:

· Proven track record of placing NEET  customers into work placement, appren ceships 
and employment

o Knowledge of barriers that can affect unemployed people’s progression into 
work

o Ability to encourage and mo vate
o Experience of providing and managing informa on, advice & guidance services to

· Up to date knowledge of issues facing the unemployed
· Good understanding of the local labour market and employment issues
· Experience of processes and func ons in an account management, or case management 
and rela onship building environment

· Experience of working in a target driven environment
· Ability to problem solve and adapt and respond to various situa ons
· Flexible approach to the demands of the role and to achieve the required results
· Good communica on, presenta on, organisa onal and interpersonal skills
·  Good IT knowledge or the willingness to develop and undergo any necessary training
· Willingness to travel within the iden fied area as well as to a end training events
· Previous experience of providing employment‐related training

Desirable

· To hold L3 award in educa on and training (or equivalent)
· Strong process and KPI achievement skills, to  me and budget
· Informa on, Advice & Guidance Level 3 Diploma or equivalent
· To hold own func onal skills up to L2
· Full UK driving licence and vehicle
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IXION is commi ed to safeguarding and promo ng the welfare of all learners/ customers
and expects staff to share this commitment.

All Roles will require a sa sfactory DBS Disclosure check due to the nature of the work to be 
undertaken. 


