shaw trust Job Description

Job Title: CFO Support Worker
Reports To: CFO Delivery Manager
Job Grade: E - Experienced Professional
Working Location: Office/On-site
Required DBS Level: Enhanced DBS Adult & Child Check
Who we are
Our Vision

A future where good, meaningful, rewarding, purposeful and dignified employment is
accessible to all in society irrespective of life circumstances.

Our Mission

To focus our experience, skills, advocacy, and passion to deliver the highest quality
services for the people we support and to improve opportunities and access to work now
and for the long term.

Our Commitment

To co-create and deliver high quality employability programmes and complementary
services for people with complex needs, challenging life circumstances or other barriers
that impact on access to work.

Role Description

Manage a caseload of participants in custody providing high quality support and guidance,
enabling participants to engage and break down barriers to successful resettlement,
achieve agreed milestones and develop enhanced skillsets, leading them into an ultimate
goal of sustainable employment.

What you will be doing

* Responsible for managing a caseload of participants with complex needs, ensuring the
delivery and coordination of all achievements including induction, assessment, support
work, training and education, pre-release preparation and employment sourcing/support.

» Updating of case notes including risk and inputting of achievements onto CATS+ the
commissioners case management recording system, ensuring a high level of compliance to
avoid rejected achievements.
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* Ensuring that P-Nomis, the prison case management recording system, is updated where
relevant with work carried out with the participant, and any information relevant to the
participant, such as achievements, actions, safety and security.

+ Building, managing and maintaining local stakeholder relationships within the prisons and
local community, to ensure a steady flow of referrals/support and ensure that there is no
duplication of services.

* Build, manage and maintain relationships with other Creating Future Opportunities (CFO)
Evolution staff (both externally and internally) to ensure smooth transition for prison through
the date, including arrange pre-release 3-way meetings and supporting with Release on
Temporary Licence (RoTL).

» Support with the identification, resourcing, and coordinator of partner delivery for CFO
Evolution participants.

* Support delivery within the CFO Evolution Community Pop Up Hubs.

What we need from you

Must have/be able to:
« ICT proficiency, including experience using Microsoft Office applications.
* Level 2 English and Maths qualification, or equivalent experience.

» Understanding of the barriers faced by prisoners and prison leavers with multiple and/or
complex needs when reintegrating into society.

» Demonstrable experience of motivating and supporting individuals with multiple and
complex needs to overcome barriers and progress towards education, training and
employment outcomes.

* Ability to work in line with contract requirements and in consultation with managers and
stakeholders.

» Good verbal, presentation and written communication skills, with the ability to
communicate clearly and concisely.

Great to have/be able to:
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* Information, Advice and Guidance (IAG) Level 3 qualification.
* Level 3 Award in Education and Training (AET) / PTLLS or equivalent.

» Experience of multi-agency partnership working
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What we expect from all Shaw Trust Colleagues at this Job grade

» Good at building relationships both internally and externally. You need to be able to work
as part of the team as well as independently when required

* Ability to demonstrate you can successfully work to targets and can provide excellent
customer service sKkills

 Excellent verbal and written communication skills are key
* Ability to use your initiative and take a problem-solving approach to work tasks

* Excellent IT skills, including familiarity with Microsoft Office software and previous
experience of working with databases

» Be aware of, promote and implement our Integrated Management System which
encompasses Environmental, Information Security, Quality, Occupational Health & Safety
and Risk.

» To undertake any further training as identified in our review procedures.

* To understand and comply with The Health and Safety at Work Act 1974, The Data
protection Act, Safe working practices, risk assessment control measures and statutory
provisions as well as maintaining confidentiality about clients, staff, and other Trust
businesses.

» To comply with our Diversity and Inclusion Policy. The key responsibilities for staff under
this policy are set out in our Code of Conduct.

* To take personal responsibility for risk management by maintaining awareness and
reporting risks to avoid the Trust being exposed to unnecessary risk.

* To partake in any additional resposibilites outlined by your line manager in relation to the
job role
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