
	Guidance

	

	A template must be completed for each Job Placement role that is being offered.  For example, if the 30 Job Placements are split across two roles, clerical assistant and retail assistant, you need to complete two templates.

	 
	 

	DWP Bid Unique Identifier
	To be completed by DWP only.

	 
	 

	Job Placement title
	Enter the title of the Job Placement you wish to fill.

	 
	 

	Job Placement summary 
	Enter a description of the Job Placement. Include details of the main responsibilities of the role and the key activities that will be carried out.
 

	 
	 

	Skills, experience and qualifications
	Enter details of any skills, experience or qualifications that are preferred or required for the role. For example, a driving license.

	 
	 

	Job category 
	To be completed by DWP only.

	
	 

	 
	 

	Number of hours per week
	Enter the number of hours per week. 

	 
	 

	Working pattern and contracted hours (including any shift patterns) 
	Enter the working pattern.

	 
	 

	Hourly rate of pay 
	Enter the hourly rate of pay. If this will be the national minimum wage enter the wording: National Minimum Wage 

See www.gov.uk for further information on the National Minimum Wage.







	Details of employability support (training opportunities/mentor)
	Kickstart participants must be provided with support to improve their employment prospects to help them move into long-term sustained employment. Describe what support will be offered. This may have been included in your application to Kickstart. 
Note: If this is being provided by an intermediary body you should enter this here.

	 
	 

	Company name
	Enter the company name for the Job Placement.

	
	 

	
	 

	Using the table please provide details for each Job Placement by location. 

If there is one location  complete the first line only.
	The employer Job Placement reference number (where applicable).

The location and address where the Kickstart participant will be working.

The contact details for each Job Placement.

The preferred method that the applicant should contact you to apply, such as: email address for CVs, link to access an application form on your company's internet site, contact number and times to call if the application is to be made via telephone.

The number of Job Placements per location.

The maximum number of applicants you want DWP to refer to you. 

If known, indicate if public transport is available. 

If known, enter the anticipated start date/s.

	
	

	
	

	
	

	
	

	 
	

	 
	 

	Closing date for applications
	Enter the final date that you want to receive applications.






	DWP Bid Unique Identifier
	

	
	

	Job Placement title
	Employability Assistant



	Job Placement summary

	To assist the OACT employability lead with the planning, recruitment and delivery of the Training Ground Pilot Project. 

The training group project is designed to engage young unemployed adults with barriers to accessing quality education, employment or training opportunities. Participation in the programme will ensure participants are better equipped and more confident to progress into new opportunities.

Additional responsibilities:

· Assist the OACT employability lead to support and safeguard all participants in line with policies.
· Assist the OACT employability lead to identify additional needs required by participants.
· Assist the OACT employability lead to identify work placement opportunities for participants.
· Assist the OACT employability to lead to ensure all required data is collated and stored as per the CCO data protection policies.










	


















































	Essential skills, experience and qualifications
	· Enthusiasm for working with people.
· Good communication skills including written, telephone and interpersonal skills and ability to deliver presentations.
· Ability to build relationships and rapport quickly.
· IT literate with emphasis on Microsoft and Google packages.
· Good time management and organisational skills to manage time and priorities effectively. 
· Good level of general education (5 GCSE’s A*-C, or equivalent Level 2 qualifications).
· Good understanding, or willingness to understand, the needs of the local community and young people in Oldham.
· Driving licence and access to own vehicle preferred but not essential, or the willingness to travel.




	
	

	Job category (DWP use only)
	

	
	

	Number of hours per week
	25

	
	

	Working pattern and contracted hours (including any shift patterns)
	Monday to Friday, daytime. Additional hours might be required to fulfil the project needs.




	
	

	Hourly rate of pay
	National Minimum 



	Details of employability support (training opportunities/mentor)

	
· Gain knowledge and experience of the training ground programme.
· Opportunity to attend training and CPD within the EFL and OACT networks
· Gain an understanding of the wider business and opportunity to support on different projects.
· Access to support from OACT Employability Lead to support transition into full-time employment.
· Potential of full-time/part-time role beyond the 6 months, subject to increased contracted participant numbers and continued funding for project.
· Ongoing 1-to-1 support from Employability Lead and OACT SLT.

















	Company name
	Oldham Athletic Community Trust


	
	

	Closing date for applications
	Rolling





	Using the table on the next page please provide details for each Job Placement by location.
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	Employer Job Placement reference (where applicable)
	Job Placement location and address (including post code)
	Contact details for the Job Placement
Name
Email address
Telephone
	How to apply for the Job Placement
	Number of Job Placements  at location
	Maximum number of referrals per Job Placement
	Is public transport available? Yes/ No/ Don't know
	Anticipated start date/s (if known)

	
	Boundary Park, Furtherwood Road, Oldham, OL1 2PA. With potential for travel locally and regionally and some remote working.
	Martin.Vose@OACT.org.uk
07927312929
	Email CV and cover letter to martin.vose@oact.org.uk.

Optional – send a 1-minute video introducing yourself and why they would want the role.
	1
	No max
	Yes
	ASAP
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