
 

 

 

Job Title:   Access to Employment Worker (Queen Anne House) 

 

Responsible to: Accommodation Manager 

 

Responsible for: To deliver the Access to Employment programme to 

accommodation residents at Queen Anne House that 

maximises access to employment, education and training 

 

Job Purpose: 

 To develop excellent relationships with employers and training providers to 

provide opportunities for unemployed people to access employment or 

accredited training and qualification courses. 

 

 To put in place appropriate protocols to provide a safe and secure environment 

where each person can feel that they belong and contribute to their own 

development in order to prepare them for employment. 

 

 To achieve, as a minimum, the targets agreed with the Accommodation 

Manager. 

 

 To manage and organise referrals and the effective day-to-day running of the 

Project.    

 

 Ensure the profile of the Project is positive across the site. 

 

 Ensure a first class customer service is provided for all the Association’s 

customers and staff. 

 

 Gain referrals for the programme internally from the housing team at Queen 

Anne House. 

 

 Provide high quality person centred support to enable and empower residents to 

achieve their career goals and aspirations. 

 

 Support the delivery of basic life skills training. 

 

 To engage young people to participate in the design, delivery and continuing 

development of the project; enhancing their sense of community ownership, 

pride and understanding of their local environment. 

 

 Provide reports as directed by line manager with analysis and evidence of outputs 

and outcomes. 

 

 Provide regular case studies of success 

 

 

 Work with local employers to set up volunteering and work experience 

opportunities for service users 
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 Work with other trainers to ensure the programme delivers agreed outcomes. 

 

 To ensure that all clients records are accurately maintained and kept up to date, 

and contain only relevant information.   

 To carry out such work in line with consideration of the current Data Protection 

Act. 

 To carry out other tasks within the post holder’s capabilities as directed by your 

line manager. 

 A commitment to Safeguarding and promoting the welfare of children, young 

people and adults at risk. 

 A commitment to the General Data Protection Regulations and relevant policies 

and procedures. 

 To support YMCA Trinity Group to implement quality and continuous 

improvement through the implementation of quality assurance systems 

relevant to the organisation and your delivery area. 

 Undertake core and relevant training to enhance personal and professional 

development.  

 To work within YMCA Trinity Group policies and procedures, with particular 

regard to health and safety, equality, diversity & inclusion, safeguarding, data 

protection and confidentiality. 

 Understand personal responsibility under the Health & Safety at Work Act 1974 

including fire safety. 

 Supportive of the Christian Aims & Purposes of YMCA. 
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PERSON SPECIFICATION 

 

Knowledge Essential Desirable 

A good understanding of ‘partnership’ 

working 

  

Understanding of issues relating to 

under-achievement and the barriers to 

learning that some clients face 

  

A good understanding of the importance 

of confidentiality and be capable of 

working within these constraints 

  

Marketing and promotional skills   

 

Qualifications Essential Desirable 

Good level of education   

Full driving licence   

 

Experience Essential Desirable 

Working in the employment or support 

sector 

  

Able to work under pressure whilst 

managing a caseload 

  

Planning and implementing client 

programmes 

  

Multi agency working   

Negotiation and persuasion techniques   

Working with others to plan and 

coordinate work 
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Skills & Abilities Essential Desirable 

Proven ability to use IT software including 

Microsoft Office and online databases 

  

Excellent interpersonal skills   

Good team work skills   

High standard of communication, people and 

organisational skills 

  

Good listening skills and able to show 

empathy 

  

Good administration skills   

Ability to write reports, keep case notes, 

client records and the ability to make and 

maintain excellent liaison with other 

agencies. 

 

 

 

Ability to work in a non-judgemental and 

non-discriminative way. 

 

 

 

Ability to work flexibly and under pressure.  

 

 

 

Personal Qualities Essential Desirable 

Ability to work within a reactive environment   

Well motivated   

Able to interact with people from varied 

backgrounds 

  

Understanding of the aims and purposes of the 

YMCA 

  

High levels of honesty, integrity and discretion  

 

 

 

 


