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JOB DESCRIPTION

Responsible to: Chief Executive
Job Title: (EM) Early Learning & Childcare Recruitment Lead Officer   
Hours of Work: Full-Time (35 Hours Per Week) 
Salary:  £24,000 per annum + 4% employers pension contribution  
Length of Contract: 2 Years Fixed Term to 31st August 2020 (subject to continued funding) 
Office Base: Glasgow (Flexible home working if successful candidate resides in East Coast of Scotland but travel expected throughout Scotland)  

Main Objectives of the job

To provide the lead in delivering CEMVO Early Learning & Childcare (ELC)  recruitment programme.  

Specific Duties and Responsibilities

1. To provide the lead in increasing awareness of Early Learning & Childcare (ELC) training and employment opportunities among EM communities through promotional and support activities
2. To provide the lead in organising and delivering ELC awareness raising / recruitment events to EM groups / communities throughout Scotland, including identifying any barriers for EM communities in accessing training and job opportunities within the ELC sector
3. To provide the lead in liaising with the Scottish Government and key ELC stakeholders (e.g. Local Authorities, Skills Scotland, ELC employers and training providers) in the organization and delivery of ELC awareness raising / recruitment events 
4. To provide the lead in developing collaborative working relationships with the Scottish Government and key ELC stakeholders so as to align CEMVO ELC awareness raising / recruitment activities with ongoing national, regional and local developments / activities, including aligning CEMVO promotional / recruitment materials, websites and social media with Scottish Government national recruitment campaign 

5. To provide the lead in delivering ELC promotional / recruitment activities via presentations at places of worship, holding stall as EM events and festivals, and through EM press and media 

6. To provide the lead in signposting and supporting EM people into ELC training and employment opportunities, including the provision of ad hoc support on job applications, interview skills, etc

7. To provide the lead in promoting and facilitating EM participation in ELC nursery open days / volunteering where opportunities arise     

8. To provide the lead in developing ongoing communication with EM groups / communities on ELC employment / training opportunities and developments through regular electronic newsletters / mailing updates, website updates, EM press and radio, etc  

9. To provide the lead in developing close working relationships with the Scottish Government in the implementation of the project / programme of activities  

10. To provide the lead in the drafting of reports to the Scottish Government – including EM barriers to accessing ELC training and employment opportunities and progress / update / end of year reports

11. To provide the lead in ensuring monitoring and evaluation processes are in place to record progress towards achieving project outcomes

12. To provide the lead in regular and end of year reports to the Chief Executive and to the Scottish Government when requested 
13. To provide the lead in ensuring annual work plans are in place so as to meet outputs and outcomes of the EM ELC awareness raising / recruitment programme 
14. To continually increase own awareness and knowledge of pathways into  ELC training and employment and of race equality issues 

15. To undertake other appropriate duties and tasks that will enhance the work of CEMVO Scotland as requested by the Chief Executive 

16. This job description does not represent an exhaustive list of responsibilities and tasks but indicates the main responsibilities required from employees in this role. CEMVO reserves the right to vary or amend the duties and responsibilities of the post-holder at any time according to the needs of the organisation’s business or through learning from the implementation of the EM ELC recruitment programme. 
17. There is a requirement to travel across Scotland and to work flexibly, including working evenings and weekends as necessary in order to ensure appropriate fulfillment of duties.
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PERSON SPECIFICATION

ESSENTIAL

· Good knowledge and experience of the Early Learning and Childcare (ELC) Sector and the pathways into training and employment within the sector
· Good knowledge of colleges / universities providing training / courses for employment within ELC sector, and of employment route through modern apprenticeships 
· Experience in developing, organising and delivering awareness raising / recruitment events, particularly those targeting ethnic minority (EM) groups / communities  

· Experience of supporting people into jobs – i.e. job applications, interview skills, etc or delivering employment workshops 
· Experience of undertaking a wide range of promotional / marketing activities – e.g. websites, newsletters, mailings, social media, etc 

· Strong project management experience

· Good communication, inter-personal and networking skills
· Ability to develop collaborative working relationships with a wide range of stakeholders – including Scottish Government and Local Authorities 
· Commitment to addressing racial equality 
· Experience of developing monitoring and evaluation processes to measure progress / success towards project outcomes  
· Good organisational skills, including organising events, planning own workload, and meeting targets and deadlines 
· Excellent report writing skills 
· Ability to travel across Scotland 

· Ability to be flexible – i.e. to work weekends and evenings when necessary 
DESIRABLE 

· Ability to speak an ethnic minority language (e.g. Urdu, Punjabi Cantonese, etc ) – please note that this is only desirable and not essential 
· Experience in delivering talks / organising stalls at places of worship (e.g. Mosques, Gurdwaras, African churches, etc)  and at EM festivals / events. 
