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JOB DESCRIPTION
Job Title:
Education, Training & Employment Case Manager  - Temporary and casual posts funded under ESF 
until 31.12.11
Salary:

Band 3  £21,391 - £27,102 p.a.




Pro rata for part time contracts

Responsible to:
Partnerships Project Manager
Main Purpose: 

Providing advice and guidance for offenders and co-ordinating and preparing interventions  and support that will enable them to have greater access to Education, Training and Employment. This will include working with offenders in Approved Premises. 

Main duties and responsibilities.

1. Assessment of offender needs in accessing mainstream  ETE provision - both work related (e.g. lack of skills or recent work experience) and non-work related issues (e.g. debt, homelessness, disabilities and health concerns including those linked to drug and alcohol misuse, family relationships, etc), using diagnostic interviews, reviews and recognised assessment tools.

2. Provide offenders with information, advice and guidance on ETE opportunities.

3. Case management to include: supporting and motivating offenders; co-ordination of interventions and service delivery; liaison with all relevant departments/ agencies to ensure that the offender is accessing the most appropriate service; and providing a consistent overview of  individual progress. 
4. To provide on-going support to offenders as they make progress in accessing Education, Training and Employment (ETE). 

5. Develop individual action plans with offenders that address identified needs and effectively sequence interventions and referrals as appropriate 

6. Provide motivational interventions/confidence building to offenders in order to assist them in engaging with mainstream ETE provision including preparation for work/college, interview skills, CV construction, applications, disclosure of offences etc.  
7. Advocate on behalf of an individual offender, where appropriate, to employers, training providers and statutory agencies concerned with employment, education and training. 

8. Refer offenders to any other specialist assistance necessary, and facilitate their access to this support if they need it.
9. Track, record and update information and outcomes on specific systems either manually or computer based, producing reports on individual performance, research or activity as appropriate.

10. Develop and maintain knowledge and understanding of relevant legislation such as  Rehabilitation of Offenders Act (1974) and statutory provision under the Police Act 1997 i.e. The Criminal Records Bureau and requirement to disclose offences under certain employment categories.
11. Promote awareness and understanding of equal opportunities policies and issues, particularly in relation to people with criminal convictions that seek opportunities in employment, training and education.

12. Liaison and sharing of information with Offender Managers, partner agencies and ETE providers to ensure co-ordination of interventions planning and links to other services/providers. This includes Job Centre Plus prison based employment advisors and Job Centre Plus in the community. 
13. Case managers to liaise with Offender Managers in order to ensure all ETE interventions take account of risk issues that relate to offender participation in ETE activities.   

14. Where directed, represent Warwickshire Probation Trust at relevant ETE meetings and events.
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