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Financial, Employability and Digital Coach Job description and Person specification

Role purpose

Reaching Out Across Durham (ROAD) is a Building Better Opportunities Programme funded by the European Social Fund and the National Lottery Community Fund. Working in partnership with 7 voluntary and community sector delivery partners who are specialists in employment, financial and digital inclusion and volunteering, ROAD supports long term unemployed people into or towards employment

The purpose of this role is to provide financial, employability and digital inclusion assistance to referred adults aged over 25 in County Durham. “Navigators” who are employability caseworkers for ROAD will make referrals.

Context of role

The post holder will be responsible for assessing and delivering relevant digital, financial assistance and employability support to participants.

Key Tasks

Plan and provide financial & digital capability activities
· Work with learners and partner agencies to identify learners’ financial and digital capability needs.
· Use digital tools to solve participant’s financial problems, for example calculating benefit entitlement and ensure they have understood the activity.
· Assist participants to become work ready for example by helping design CV’s, job searching.
· Help participants learn new digital skills.
· Devise effective learning activities, including adapting training materials from the partners’ financial and digital inclusion packages.
· Deliver financial and digital capability learning activities.
· Ensure that meeting with participants are well organised (e.g. room bookings and equipment).
· When required, ensure systems are in place to collect feedback on what learners have learnt and been able to put into practice.




Professional development
· Identify and implement plans for own training and development needs. 
· Keep up to date with personal finance topics, available training materials and other resources. 
· Reflect on effectiveness of learning activities delivered and review training practice. 
· Prepare for and attend supervision sessions / team meetings / staff meetings as appropriate. 
Other duties and responsibilities

· Carry out administrative tasks related to the job and  use IT for statistical recording, record keeping and document production
· Participate fully in the life of the programme and employing organisation, attending workers’ meetings, internal planning events etc. as agreed with line manager. 
· Support other programme work as required (e.g. providing referrals for advice appointments where appropriate). 
· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues. 
· Carry out any other appropriate tasks requested by the manager, to ensure the effective delivery and development of the service.

 Person specification

· Ability to manage their part in a complex project - including monitoring progress against objectives and working with a range of partners. 
· Ability to keep basic financial records to manage expenses claims.
· Understanding of theory and principles of adult learning and development. 
· Ability / experience of planning and developing learning activities and ability to sensitively empower and engage with adults who have had poor experiences of formal education. 
· A basic knowledge of the personal finance issues that affect adults at risk of financial exclusion. 
· A basic understanding of the benefits system.
· Understanding of and commitment to the aims and principles of the programme and the employing organisation and its equal opportunities policies. 
· A willingness to learn, develop, and reflect on practice. 
· Excellent interpersonal skills, including the ability to relate and work with a large variety of different people. 
· Ability to monitor and maintain own standards. 
· An ability and willingness to work both on own initiative and as part of a team. 
· Numerate and literate to the level required by the tasks with effective written and oral communication skills with ability to use IT applications to record statistics, produce documents and training materials and keep accurate project records. 
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