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JOB PROFILE


	Job title:   
	BEGIN Advice, Information and Referral Officer

	
	

	Grade::

		 

	£26,519 to £27,665 per annum FTE (Band 4) 




	JE number: 

	

	Accountable to:      

	BEGIN Performance, Partnerships or Projects Manager


	Line Management of:

	N/A



	
General Duties and Responsibilities 

· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
· To participate in the College Professional Development and Review (PDR) Scheme  

BEGIN is a central impartial partnership that works with Nottingham College, other course providers, local authorities, and community organisations. It is a small team employed by Nottingham College that supports people aged 16+ years who need ESOL (English for Speakers of Other Languages) - or those with low English or Maths skills - to find courses across Nottingham. A key function of the ‘one-stop-shop' model is to cut duplicate enquiries whilst finding the best available learning opportunities for people to ‘get started’. The team works remotely from home and/or at the Adams Building.  Duties include:


	 
	


Deliver BEGIN’s impartial English, Maths and ESOL (English for Speakers of Other Languages) Advice, Information and Placement services for individuals and organisations

1. Via phone or email, and occasional 1:1 meetings, visits or outreach, effectively assess and screen learners’ English, Maths and ESOL levels and broader needs, including eligibility for funding and fee remission; needs by venue, times, travel, cost, childcare, work; Additional Learning Support (ALS) requirements, etc.
2. Provide information and advice for learners and referrers, identifying and agreeing learning opportunities against varying funding criteria and individual need, realistic choices, and ‘next steps’ for learners.
3. Signpost learners to external services to address common barriers as needed, eg, qualification conversion, childcare, benefits advice.
4. Using paper and ICT booking systems, standard letters and maps, manage ‘staged’ case-by-case Referral/Appointments and progression for each learner through 1) Informal groups and/or 2) Community courses to 3) formal accredited courses (mostly at Nottingham College).
5. Record on the Learner Database concise advice case notes to track people’s needs and progress and ensure complete, current, and accurate records, eg, all interventions and course actions with/for learners or advocates.
6. Ensure all communications are accessible to people with low skills levels, tailoring language used in phone calls and emails, and adapting standard documents as needed.
7. Provide support for vulnerable students with additional needs, eg, 1:1 advice meetings, ‘tours’ of learning venues; support with ALS meetings, eg, with deaf students.
8. Track learner participation and progression by logging Appointment attendance and enrolment data from providers and teachers, or Nottingham College data systems, and support learners with further advice and referral as needed.
9. Use ICT effectively, including bespoke BEGIN and College applications and shared drives for collaborative remote working and learner tracking, and external search facilities such as Google/Maps, Streetmap, Postcode Finder, Street Check, Age Calculators, in advice work, course mapping research, marketing, etc.

Co-ordinate referral and administration support within the team
10. Manage personal and team communications - via phone, personal and BEGIN ‘enquiries’ emails, paper/website forms, visit or outreach - to ensure all new enquiries are processed in date order or other agreed priorities.
11. Extract and/or filter ‘waiting list’ data to target learners for appointment according to waiting date and/or other agreed priorities, eg, level and/or location, to fill and maximise available assessment and course spaces.
12. Co-ordinate daily team liaison with Course managers, teachers, advice staff or other referrers, etc, to plan and set up weekly Appointment Booking systems, ensuring comprehensive information on each learning opportunity is available for the team to advise learners on levels, venues, funding eligibility, etc.
13. Using automated data searches, co-ordinate weekly collation of secure Appointment Schedules, to share or email in advance to course managers, enrolling teachers, Reception/Student Services staff.
14. Review and evaluate personal and team progress towards targets & deadlines, and take remedial action as needed, eg, sharing referral work by ‘waiting’ date or other criteria, changing priorities as needed
15. Identify potential barriers for individuals and/or vulnerable groups, plan and implement solutions to maintain ‘seamless’ services, promote welfare, and increase participation of people referred, eg, prioritising groups with ALS or childcare needs, recommending a change of venue if low attendance is evidenced
16. Manage office supplies, paper and online filing, archives, ICT resources, and equipment to ensure they accessible and maintained.  
17. Supervise and support volunteers and/or students on placement, and/or apprentices as needed.

Manage Service developments: new Community provision, referral links and/or funding opportunities, and ensure learners progress from Community to accredited courses

18. Keep up-to-date with central or local government policy and community developments via team meetings, e-bulletins, referrers, outreach, etc, and report news, risk or contingencies needed to the Service Manager
19. Co-ordinate regular Course ‘mapping’ surveys with external partners, researching new local English, Maths or ESOL courses and external services for Signposting, and updating or developing new advice resources so they are comprehensive, relevant, accurate and current.
20. Develop new relationships and referral processes with external community organisations, eg, via phone, email, course provider and referrer meetings. 
21. Support the Service Manager to develop, manage, monitor and evaluate work on new funding streams or policy changes, eg, attending bid planning and monitoring meetings; updating systems, paperwork and resources; monitoring performance against new targets; collating or drafting case studies for reports.
22. Progress people from non-accredited community or externally funded learning to formal accredited courses via outreach or online Teams sessions with teachers and learners, including full screening of need and remote assessment/enrolment Appointment Booking as needed.


Deliver Marketing and Outreach to promote courses and BEGIN services

23. Maintain the BEGIN marketing data systems, eg, logging new partner contacts according to type and role, eg, new Providers, Venues, Health, Housing, etc; logging enquiry ‘publicity’ & ‘interaction’ organisations 
24. Update the BEGIN website and social media, to clarify referral processes and update learning opportunities
25. As needed, deliver marketing campaigns to clients OR organisations, eg, via email, mailshots/delivery of literature; outreach stalls/displays; talks; advertising in free press, community bulletins, directories or external websites, etc; attending student Open Days.
26. As needed, liaise with partners in meetings, networking events, e-forums, or research projects, disseminating BEGIN developments, contacts, information, or data, etc, and reporting partner news to the team.
27. As needed, scan and collate relevant incoming emails to produce BEGIN e-bulletins promoting events and disseminating news, policy etc.
28. As needed, organise translations in ‘top’ community languages or order publicity materials – posters, leaflets, ‘freebies’ etc

Contribute to Continuous Quality Improvement

29. Deliver quality monitoring and improvement activity, eg, logging complaints, positive or negative comments; reporting and responding to issues promptly; carrying out Feedback Surveys to assess Service impact, satisfaction rates and development needs; integrating agreed improvements into services.
30. Implement data quality checks or ‘data-cleaning’, eg, to comply with with new funding rules or update changing learner information; review the completeness and accuracy of records; and report difficulties and solutions.
31. Contribute to regular Team Meetings, Training Days, Peer Review, mandatory or other Continuing Professional Development (CPD) as needed and Professional Development Reviews (PDRs).

Deputise in the Service Manager or other staff’s absence, including crisis management

32. In the absence of other staff, co-ordinate personal and team caseloads to ensure seamless services, problem-solving when needed, eg, rebooking of appointments if venues unexpectedly close, etc

NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.
 



PERSON SPECIFICATION
	Role:  BEGIN Advice, Information and Referral Officer
	E/D
	A
	I
	T

	Qualifications:

	1
	Level 2 “Basic Skills” Awareness Training OR proven understanding of issues experienced by people with ESOL needs or low English or Maths skills.
	E
	A
	I
	

	2
	Educated to Level 2, in English & Maths OR proven equivalent workplace experience or qualifications from the UK or abroad
	E
	A
	I
	

	3
	ICT/Administration Level 2 qualification OR proven equivalent skills from the UK or abroad in a range of ICT applications including Word, Excel, Database systems, email & internet
	E
	A
	I
	T

	Experience and Skills:

	4
	Experience supporting disadvantaged people in an educational, information, advice, counselling, or other supportive setting
	D
	A
	I
	

	5
	Skilled at supporting disadvantaged people with empathy, patience & tact & a non-judgemental, impartial, & sensitive approach.
	E
	A
	I
	

	6
	Excellent listening & verbal communication skills including ability to simplify language for learners with low skills; helping people over the phone, in 1:1 meetings, or at outreach or talks; or for training & mentoring volunteers or placement students
	E
	A
	I
	

	7
	Strong writing skills: ability to write clearly & concisely, with attention to detail, eg for logging learner notes, simplifying & formatting letters, emails or texts to help people with low skill levels understand the main points
	E

	A
	I
	

	8
	Very strong interpersonal skills, eg, to collaborate within the team & with a wide range of organisations & partners
	E
	A
	I
	

	9
	Confidence to speak in public on occasion, eg, at meetings, short talks to small groups of staff or learners 
	D
	A
	I
	T

	10
	Very strong analytical skills to ensure effective application of a wide set of course criteria (funding rules, levels, locations, times) to match people’s diverse needs
	E

	A
	I
	T

	11
	Excellent administration experience & skills to use a wide range of paper, ICT & online systems quickly & effectively, including databases, online shared drives, email, Teams/Zoom, etc
	E
	A
	
	T

	12
	Excellent organisational skills: co-ordinating work against team & personal targets, planning time & prioritising jobs; working methodically & accurately; meeting deadlines under pressure; designating & leading on tasks with others if needed
	E

	A
	
	T

	13
	Experience of adapting work as needed, eg, to meet new funding rules, policy or procedures 
	D
	A
	I
	

	Personal attributes:

	14
	Ability to speak, read &/or write in a community language to help ESOL learners
	D
	A
	
	

	15
	Ability to undertake ‘hybrid working’ patterns, i.e., remotely at home & in the office
	E
	A
	
	

	16
	A self-starter & achiever: enthusiastic, self-reliant, confident, & committed
	E
	A
	I
	

	17
	Ability to work independently, strong initiative & a ‘common sense’ approach to problem-solving
	E
	A
	
	T

	18
	Reliability & flexibility in terms of teamwork, eg, occasional weekend or evening work with time off in lieu, undertaking different tasks or work patterns
	E

	A
	I
	

	19
	A genuine commitment to uphold & promote Equality, Diversity & Inclusion
	E
	A
	I
	

	20
	Knowledge & understanding of practice/policies underpinning the Service including Safeguarding / Child Protection issues, GDPR & Confidentiality, Health & Safety.
	E
	A
	I
	

	21
	A commitment to Continuous Professional Development (CPD) or development of the Service, eg, NVQ Level 2 Basic Skills Awareness, NVQ Level 3 in Advice & Guidance &/or Business Administration, ICT training, team planning events, etc.
	E
	A
	I
	





KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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