
Job Description  

 

 

Job Title: Employment Adviser 

Reports To: Service Delivery Manager 

Job Grade: E - Experienced Professional 

Working Location: Home based with regional travel 

Required DBS Level: PVG scheme – Scotland only  
 

 

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 
  

The Employment Advisor will generate referrals and work closely with a caseload of 

individuals, to help them to find sustainable employment or to retain employment, providing 

advice, guidance and coaching, and signposting to additional support services.  

 

What you will be doing 
 
• Engage With referral agents and employers and promote Forth Sector's services 

 
• Develop participant Vocational Profiles and Action Plans 

 
• Utilise appropriate strategies to enable participants to access new employment 
 
• Ensure participant receive appropriate welfare rights advice before commencing 
employment 



Job Description  

 

 
• Develop positive relationships with potential employers 
 
• Liaise with existing employers to ensure support is in place for retention clients 
 
• Record and Store participant data as required 
 
• Provide accurate and timely report for internal and external use as required 
 
 
 

What we need from you 

 

Must have/be able to: 

 

• Ability to empathise with and motivate individuals. 

 

• Excellent analytical and problem solving skills. 

 

• Organised and systematic approach to monitoring and reporting 

 
• Ability to challenge negative attitudes constructively 
 

 
 

Great to have/be able to: 
 

• Experience of providing outcome focussed employment services 

 
• Experience of caseload management 

 
• Experience of delivering formal and informal training or coaching 
 
• Experience of delivering in-work support 
 
• Experience of engaging with businesses 
 
• Recruitment and selection experience 
 

 
 

 

  



Job Description  

 

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 skills 

 

• 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 responsibilities outlined by your line manager in relation to the 

job role 
 

 


