BCP
JOB DESCRIPTION

SERVICE UNIT:		Education and Skills		
JOB TITLE:			Workforce Development Officer
GRADE:	F
RESPONSIBLE TO:	Workforce Development Lead 

MAIN PURPOSE
· To work under the direction of the Workforce Development Lead to plan and roll-out of workforce development activities in three key areas:
· Early Years and Childcare workforce - Practitioners working in the BCP Private, Voluntary and Independent (PVI) sectors delivering the Early Years Foundation Stage (EYFS) 
· Early Help workforce – Local Authority teams and external partners
· SEN workforce –Council teams and partners 

MAIN RESPONSIBILITIES
Early Years Workforce Development 

1. To work under the direction of the Workforce Development Lead to meet the Council’s duty (as outlined in the current `Early Education and Childcare – Statutory Guidance for Local Authorities) to external EYFS practitioners in the PVI sectors, by ensuring that a programme of relevant and viable workforce development activities are planned, published, delivered and evaluated.  
2. To ensure that Early Years settings are aware of workforce development opportunities by creating marketing materials, communicating information in a variety of ways with the sector and ensuring events are published accurately on the CPD Online system. 
3. To publish opportunities and manage enquiries from the sector for bought  in training and support, provide estimated costs to providers, manage arrangements for these events including liaison with relevant team managers regarding capacity to deliver and monitoring invoicing and payments to trainers after events have been delivered. 
4. Provide information, advice and guidance to Council officers and EY practitioners in the PVI sector, as necessary, relating to matters of EY workforce development including entry to careers in childcare, pathways to professional development and any funding streams available.
5. To support PVI EY workforce career choices through participation in the ongoing management and development of the pan Dorset Careers in Childcare website, and act as the main point of information to all settings and EY officers for training and development queries, requests and issues.
Early Help/SEN Workforce Development
1. To work under the direction of  the Workforce Development Manager to co-ordinate and arrange relevant, identified, training, if required, for the Early Help Workforce and identified members of the internal and external workforce requiring SEN development.  
2. Provide information, advice and guidance to Early Help and SEN team managers and practitioners in all matters related to Early Help and SEN workforce development opportunities.
General
1. To source and liaise with a variety of internal and external training providers and support with the commissioning process to create and deliver a suitable training/development offer for the Early Years/Early Help/SEN workforce. 
2. To ensure that delivery logistics are in place for all workforce development events – eg rooms are booked, IT is available/set up (as required) and appropriate security arrangements are on place. 
3. To deal with any unforeseen issues which may disrupt training delivery, such as trainer illness, bad weather and room booking problems by communicating with relevant people and cancelling/rescheduling events as necessary. 
4. To collate and summarise evaluations from training participants and to record attendance at training events using spreadsheets and other software.  
5. To share training evaluation information with relevant managers/other key staff in order to inform future planning of training and development activities.
6. To analyse data from a range of sources, produce statistical reports and detailed information regarding workforce development activity.
7. To make recommendations to manager for more effective ways of working and create and implement agreed changes
8. To assess and process any funding claims made by the PVI sector as required and Early Help workforce for attendance at certain courses. To ensure that invoice/internal transfer requests are raised and sent to finance for workforce development activities 
9.  To implement the Early Years PVI sector late cancellation and non-attendance policy and raise charges in line with this. 
10. To process timesheets and expenses claims received from people on the Temps register who are part of the training delivery and calculate additional hours payments for internal staff ready for approval. 
11. To raise PO’s, following approval, (or to make payments on P Card) for expenses relating to training delivery,  including  external trainer fees and their associated expenses, room hire charges, refreshments and equipment and resources relating to training delivery.  
12. To organise, facilitate and attend relevant internal and external meetings relating to the job role. 
13. To ensure that Workforce Development opportunities are delivered in a non-discriminatory way and meet the needs of participants.
14. To undertake such other duties as may be required from time to time commensurate with the level of the post. 
15. To comply with all decisions, policies and standing orders of the Council and any relevant statutory requirements, including the Equality Act, the Health and Safety at Work Act and Data Protection Act.
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Updated January 2020

PERSON SPECIFICATION
	ATTRIBUTES & CRITERIA
	Essential/ Desirable
	Method of Assessment

	EXPERIENCE
· Experience in providing advice and guidance to others
· Experience of partnership working and contact with internal and external customers
· Experience of budget monitoring and making financial transactions
· Experience in facilitating meetings and events
· Experience of supervising, mentoring and monitoring the work of others
· Experience of working in the early years childcare sector and/or Council’s Early Help services

	
Essential
Essential

Essential
Essential
Desirable

Desirable
	Application Form
Interview
References



	QUALIFICATIONS / TRAINING
· 3 A levels or equivalent experience
· Relevant NVQ3 or 4 in Information, Advice and guidance or equivalent experience
· Adult Tutoring Qualification
· Qualification in Early Years/Early Help/SEND

	
Essential
Essential

Desirable
Desirable
	Application Form
Certificates

	APTITUDES /ABILITIES
· Highly organised – able to prioritise effectively, manage own workload and meet deadlines
· Excellent communication & presentation skills both oral and written with the ability to adapt style to the needs of various audiences
· Able to problem solve independently, resolve enquiries and complex issues, some of which may be contentious and recommend alternative course of action when required.
· High level interpersonal skills with teams, external providers and agencies
· Ability to work inline with related policies, procedures and work standards
· Able to process and interpret a range of data from different sources that may be conflicting and produce statistical information and reports
· Able to manage confidential information securely both in the office and at external meetings and events, ensuring safe transport of any confidential documentation.
· Excellent ICT skills
	
Essential

Essential

Essential


Essential

Essential

Essential



Essential

Essential

	Application Form
Interview
References
Practical Test 

	KNOWLEDGE & SKILLS
· Good understanding of Early Years/Early Help/SEND priorities
· An understanding of the Childcare Act 2006 
· Good analytical skills
· Skilled at managing a broad range of tasks simultaneously to a high standard
· Good knowledge of the wider council and areas relevant to Workforce Development 
· Knowledge of current EY workforce development initiatives 
· Understanding of the policy framework surrounding Early Help and the LSCB’s levels of need

	
Essential
Essential
Essential
Essential

Desirable

Desirable

Desirable
	Application Form
Interview


	ATTITUDE / MOTIVATION
· Creative in supporting the development of CPD opportunities, while working within legislative and policy requirement
· Self motivating & confident 
· Able to develop effective partnerships both internally and relevant forums
· Able to represent Manager at internal and external meetings
· Strong commitment to high quality customer Service
· A professional role model aware of professional boundaries

	
Essential

Essential
Essential

Essential
Essential
Essential
	Application Interview
References

	OTHER FACTORS
· Ability to travel around the Borough (and to other areas of the Uk) in an agreed timely manner
· Ability to transport equipment and resources to various venues to support workforce development activity.
· Basic DBS Check 
· Flexible approach to working hours, able to work evenings or Saturdays when necessary

	
Essential

Essential

Essential
Essential
	Application Form
Interview
Satisfactory Basic Check
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