
 

 

 

 

 

 

Job Description 

             Employment Support Advisor 

         Job Specification 

 

Social Enterprise Kent has established itself as one of the main social enterprise bodies in Kent, giving advice 
to many charities and budding enterprises, and running training and employment services.  We are a 
passionate believer in the power of social enterprise to effect positive change in our communities, and the 
importance of partnership working in all sectors. 

Social Enterprise Kent is the lead partner in a partnership of organisations delivering a The National Lottery 
Community Fund (TNLCF) funded project, “Lots More to Offer”. The project is focusing on the position of 
older people in some of the most deprived areas of the South East, providing a suite of support interventions 
that will help them achieve positive changes, and to move into a positive outcome (eg. employment/self-
employment, further education and training, Job Search). The project has a specific focus on working with 
participants over the age of 45 who are furthest away from the labour market, including those who are 
economically inactive.  

We welcome applications from people of all ages and backgrounds, and those who have personal experience 
of some of the issues we are trying to address in Social Enterprise Kent would be especially welcomed to 
apply.  

 

Responsible to: Project Manager – Employability, Social Enterprise Kent (SEK) 

Fixed Term: Full time, fixed term until 31st December 2021 

Salary: £23,000  

Location: Ashford  

Purpose: 

Employment Support Advisors will be responsible for building and supporting a caseload of participants over 
the age of 45, within East Kent and East Sussex.  You will be responsible for working with your caseload of 
participants, provide them with an individualised support provision according to their needs, to help them 
move into a sustainable, positive outcome.  

 

Context of the ‘Lots More to Offer’, The National Lottery Community Fund  & European Social Fund 
(ESF) Funded Project:  

‘Lots More to Offer’ is a 5 year project which aims to help Kent, Medway and East Sussex’s older people gain 
meaningful employment and realise positive change in their circumstances. We are working with one other 
partner across the south east, each of whom will have a specific geographical focus.  

Our partner is:  

• Swale Community & Voluntary Services, focusing on Medway and Swale 

•  

The ‘Lots More to Offer’ project has 4 discrete elements of work, as detailed below:  

Workstream 1: Employment Support  



Delivery of a high quality, client focused, personalised, employment focused coaching and support provision. 
Through the provision of detailed assessments conducted with each participant, individual action plans will 
be created which outline participants aspirations and detail how they will achieve their goals. Participants will 
be able to access employability training and workshops, job clubs, and will be signposted to vocational 
training (accredited where appropriate). Throughout their journey on the project, participants will have access 
to ongoing support through Employment Support Advisers and with other peers.  

Workstream 2: Online recruitment agency specifically for older people  

SEK has been the lead on the creation a website and 'App' run by older people, for older people. This will 
help match appropriate, meaningful volunteering, training and recruitment opportunities with the over 45's. 
This work will be supported by all partners and the input of Employment Support Advisors will be invaluable 
in helping to influence the design of this product. Once established, Employment Support Advisors will 
promote the use of the website/ app for both participants and employers, and will spend time with participants 
ensuring that they are utilising this tool.  

Workstream 3: Employer Engagement  
 
Outdated stereotypes, unconscious bias and age discrimination all contribute to preventing older people 
from staying in or returning to work. This means that age is one of the major barriers that hinders 
successful job search for older workers. Other hurdles include low skills, lack of confidence, out of date 
qualifications, long-term health conditions, disabilities and the difficulty of combining work with caring. Many 
over 50s are affected by some or all of these factors, with older women facing particular barriers. 
 
SEK has lead on the design of the engagement toolkit, but Employment Support Advisors will be 
responsible for working with local employers to help broker jobs for project participants.  As well as 
identifying supportive, open-minded employers who are willing to embrace the project remit, Employment 
Support Advisers will also build relationships with more cautious employers. The objective of this 
workstream is to help employers understand and appreciate the benefits of employing people who are over 
the age of 45, and encouraging them to sign up to the SEK Age Friendly Business brand.  

Workstream 4: Encourage Self-Employment  

The ‘Lots More To Offer’ project recognises that self-employment and business support functions will be 
attractive to some of the project participants. Over the lifetime of the 5 year project, we anticipate that up to 
15 new businesses will be established across Kent, Medway and East Sussex.  

Employment Support Advisors will be responsible for openly encouraging self-employment opportunities 
wherever appropriate. Social Enterprise Kent offer an extensive suite of training to support business start 
up’s. Participants will be able to access free training courses to support entrepreneurial activity.  

Other Tasks 

• Ensure that you comply with Equal Opportunities legislation at all times, and that you actively promote 
positive E&D activities and messages throughout the project, including all cross-cutting themes of 
Equality and Sustainability.  

• Ensure that you comply with the Data Protection Act 1998, especially as regards any personal 
information relating to older people, or commercial information relating to partner organisations and 
General Data Protection Regulations May 2018. 

• Other reasonable activities as requested. 

 

Please note: Extensive travel around Kent and East Sussex will be required for this position. You must have 
a full driving licence and access to your own vehicle. Employment Support Advisors are subject to satisfactory 
DBS checks.  

 

 



Person Specification 

The successful candidate will have experience of delivering client-facing services and of working with 
unemployed, disadvantaged community members, to help them move into employment, training or education. 
They must demonstrate an understanding of the issues faced by older workers when attempting to re-enter 
the labour market, and will be able to work with clients to overcome these barriers and move into positive 
outcome. They must also demonstrate an enthusiasm and commitment to working with the projects target 
audience, and to deliver a responsive, high quality service that places the participant at the heart of all 
interventions.  

 

Criteria  Essential  Desirable 

Qualifications • Good levels of English and Maths 

• IT skills including Word, email, Internet Explorer, 
media packages and social media  

• Employment Support 
Qualification/ 
Accreditation  

Experience • Experience of delivering client-facing, service 
led provision  

• Experience of working with clients to help them 
move into a positive outcome (eg. employment, 
training or education) 

• An understanding of the issues facing deprived 
communities 

• Awareness and understanding of equal 
opportunities and the ability to translate these 
into effective action 

• Experience of working with external partners 
and stakeholders to provide effective 
signposting and referral routes for clients 

• Experience of working or 
volunteering in Kent and 
Medway or East Sussex. 

• Experience of working 
with older people 

• Expertise in delivering 
employment related 
outcomes  

• Knowledge of health and 
safety, safeguarding and 
confidentiality processes  

 

Skills and 
Abilities 

• Excellent communication and presentation skills 

• An ability to build and sustain relationships with 
clients/ participants 

• Good planning and organisational skills and the 
ability to manage multiple priorities 

• Ability to work independently and as part of a 
team 

 

• Knowledge/ 
understanding of working 
in National Lottery 
Community Funded 
projects 

• Experience of working in 
public sector funded 
environment  
 

Knowledge • An understanding and appreciation of the role of 
the VCSE sector 

• Ability to maintain up to date records, as 
required by the funder 
 

• Knowledge/ 
understanding of working 
in National Lottery 
Community Funded 
projects 

• Experience of working in 
public sector funded 
environment  

 



Personal 
Qualities 

• Ability to show empathy  

• Community spirited  

• Supportive of individuals and colleagues 

• Ability to be flexible and adaptable to changing 
needs  

• Good attention to detail 

• Can do attitude/proactive 

• Work on own initiative 

• Innovative and the ability to think outside of the 
box 

 

 

 


