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Employability Officer
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Accountable to:

Line managed by Employability Manager

Responsible for:

No line reports

Location:

Pitfield St, Hoxton, N1 6DA. A hybrid model of remote and office- based
working is in place.

| An introduction to London Youth
We are London Youth. A charity on a mission to improve the lives of young people in London,
challenging them to become the best they can. Young people need opportunities outside school
to have fun with their friends, to learn new skills, to make a positive change in their communities
and to shape the city they live in.
We work with young people through our sports development, employability, youth action and
involvement, arts and outdoor education programmes. Our work gives young people access to
opportunities they might not otherwise have had.
Throughout our history, community youth organisations have provided a constant lifeline and a
vital safe space outside the family and formal education, where young people can develop
confidence, resilience, and skills.
Our vision is that all young Londoners grow up healthy, able to express themselves, navigate a
fulfilling career and make a positive contribution in their communities. Our mission is to support
and challenge young people to become the best they can be; developing their confidence,
resilience and relationship skills.
Because good youth work, works.

| We deliver our mission through four strategic objectives:
1. Membership Development - Developing, training, connecting and quality assuring our
membership network to deliver good youth work.
2. Opportunity - Creating a broad and inclusive range of quality opportunities for young
people in social action, sports development, employability and outdoor education.
3. Voice - Ensuring our expertise and the on-the-ground voices of youth workers and young
people are reflected in public policy, practice and opinion.
4. Best we can be - Being the best we can be; fundraising effectively, financially robust and
a great place to work.

| Our commitment to anti-racism
In July 2020, we issued a statement committing to become an anti-racist organisation and to
actively tackle racism. Since then, London Youth has worked with our staff and trustees to
understand first the issues within our organisation, collaboratively developing a Theory of
Change to define our areas of focus, approach and plan of action moving forward.
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We have a Race Equality Action Stakeholder Group which is chaired by a London Youth
member and trustee. This group includes representatives from across the organisation and
oversees the implementation of our Race Equality Action Plan.
At the heart of youth work is the drive to level the playing field for all young Londoners to
succeed, regardless of their backgrounds. Over two thirds of the young people we work with are
from racialised communities and we know that without the opportunities which youth
organisations provide, there would be limited experiences open to them.

| Why work for London Youth?
To work with our diverse and inspiring network of 600+ community youth organisations who are
supported by London Youth’s membership and programmes teams with capacity building to
sustain and strengthen our members and programme opportunities for their young people. You
can read about our programmes on our website.
Youth involvement and engagement runs throughout our work. You’ll be working with Youth
Board to support them in developing their voice as young Londoners – you can read more about
the work they’ve been involved in here.
Our two residential centres provide opportunities for thousands of young Londoners to leave the
city, explore the countryside and immerse themselves in outdoor learning.
Advocacy and awareness raising for London’s youth organisations is vital. Our research during
lockdown, Running on Reserves, highlighted the devastating impact of the pandemic on our
members and the young people they support. London Youth is the trusted voice for our
members and a united voice advocating on behalf of the capital’s youth sector, co-chairing the
Young London Coalition.

| The Team
The Programmes Directorate is responsible for the delivery of a variety of high-quality
programme opportunities, and specialist funding streams. London Youth has a membership
network of over 600 community-based youth organisations located in every London borough.
We provide opportunities for our members so that, whenever a young person comes through
their doors, they receive a high-quality experience that meets their needs, allows them to learn
and have fun, and helps them gain confidence, resilience and build stronger networks and
relationships.
Nearly a third of our members regularly access our funded opportunities which includes support
and activities for young people in the areas of sports development, employability, youth action
and involvement, and arts. We are also responsive to the changing needs of youth workers and
the young people they work so hard to support.
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| Job description
The Employability Officer role will support in the development and delivery of our new and
innovative Employability programme - Digital Talent. The person will work closely with our
funded London Youth members to improve the career prospects and opportunities for many
young Londoners. They will form a part of the wider Sport, Employability team. Further
information on these areas of work can be found via:
Employability - London Youth; Sports Development - London Youth; Good for Girls - London Youth

Digital Talent will be supporting young people aged 16-24 from London Youth members to
access the Digital and Tech sector. Young people of colour are underrepresented across many
industries, including the technology sector. Only 15% of the tech workforce in the UK comes
from a BAME background (Tech Alliance 2018 Report). Working collaboratively with youth
organisations, corporates, and training providers, we are aiming to support underrepresented
young people into entry level roles, apprenticeships, and careers in the Digital and Tech sector.
The Employability Officer will play a pivotal role in ensuring that the youth workers delivering on
the Digital Talent programme have their training and support needs met and that the
organisations receive opportunities to develop their practice and build their capacity.
London Youth are looking for somebody who enjoys supporting organisations in collaborating to
achieve shared goals and is skilled in facilitation. As someone who has experience in
developing people and organisations, you will be able to recognise areas for development and
act independently to support growth, learning and development and using learning for sharing of
best practice.
The role will work with the Employability Manager and Corporate Fundraising Team to identify
and build positive relationships with corporates from across different sectors to offer work
experience, inspire days and mentoring to the young people on the programme, therefore will
need to be confident communicating with corporates, as well as youth workers and young
people.
In return you will be part of a dynamic and driven team at London Youth, working on a cuttingedge programme to change the way employment support is provided for young Londoners.
Main duties of the role
Develop and deliver the London Youth Digital Talent Programme in partnership
with member organisations
•

•
•
•

Approximate
% allocation
40%

Manage a portfolio of 6 youth and community organisations across the Digital
Talent programme (recruitment, due diligence, programme delivery, programme
budgets, programme monitoring evaluation and learning)
*Recruitment and due diligence have already taken place for the programme.
Work with youth workers and members to assess existing provision of employability
support
Induct members’ staff into the requirements of the programme
Ensure partners have the required materials both to market the programme to
young people and to deliver the programme
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•
•
•
•

Oversee a schedule to ensure all partners are reviewed on a regular basis
Carry out regular review visits to check on the quality of the programme
Provide support and feedback to maintain a quality intervention for young people
Act as first point of contact at London Youth for members delivering employability
programmes
• Work closely with delivery partners to ensure that opportunities are appropriate for
young people and are well attended
• Administer the payments to members
• Ensure regular feedback and carry out more formal consultations with members
and young people to help shape existing programme and feed into future
programme design
Design and co-ordinate employer engagement activities for young people

25%

•

Working closely with the Employability Manager and Fundraising Team, maintain
existing and create new relationships with large corporates, SMEs, social
enterprises, public and voluntary and community sector employers who can offer
employer engagement opportunities to young people (aged 16+)
• Develop a framework of progressive opportunities that meets the needs of young
people on Digital Talent that can run out of both employer offices and Member
organisations
• Work with the employers to organise inspire and experience activities, innovative
employability interventions, attend and support sessions where necessary to
ensure quality of delivery
• Support employers to provide these opportunities for young people through
inductions, preparation and follow up for all activities
• Work collaboratively with members to ensure activities are meeting needs of young
people
• Create resources to support employers in providing supported opportunities for
young people
Monitoring, evaluation and learning of the programme

•
•
•
•

20%

Work closely with the Employability Manager, and our external evaluation
consultants, to create an effective monitoring and reporting system
Ensure members are providing quality data as per Service Level Agreements and
funder contracts
Collect required data and upload onto our online system, Upshot, to meet internal
and external reporting requirements
Produce impactful evidence and content for funder reports

•

Work closely with the policy and comms team to respond to opportunities and to be
the voice of the role of employers in preventing youth unemployment
5. Support the sustainability of the programme
•

Raise and maintain the profile of London Youth and Member organisations through
representation at local networking and with local partnerships

•

Share funding opportunities with member organisations

•

Assist and advise on funding bids

•

Actively seek out opportunities for funding

5%
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Organisational responsibilities cutting across tasks set out above
Planning and budgeting
•

Inputting to annual plans and budgets

•

Assisting with the monitoring of actual and projected income and expenditure

•

Maintaining performance data to enable reporting

People
•

Provide reporting to members of the team against a regular cycle and as requested

•

Preparing thoroughly for one-to-one meetings and annual appraisal with your line manager

•

Taking responsibility for your ongoing professional development

•

Assisting with reception duties including answering phones, opening post and greeting visitors

Organisational Development
•

Understanding and supporting the vision, mission and aims of London Youth

•

Contributing to the formulation and delivery of London Youth’s strategy

•

Managing resources to the highest professional standards and act as a custodian of best practice

•

Maintaining awareness of your own and others’ Health and Safety, and comply with London Youth’s
Health and Safety and Safeguarding policies
Undertaking other duties as may be reasonably requested within the responsibilities of the post

•

| Person specification
Skills, experience, and knowledge
Demonstrable experience of programme design, development, evaluation, and learning in
employability/community-based youth work settings with young people
Demonstrable project management skills and experience with track record of delivery
Demonstrable understanding of the employability/youth work offers available now and the
opportunities in the future for young people and community youth organisations
Knowledge and experience of delivering projects in partnership with community youth
organisations and external stakeholders
Excellent verbal and written communication skills, including the ability
to engage, inspire and motivate young people, youth organisations to engage with our
offer
Ability to influence and build strong relationships with external stakeholders such as
corporates, youth organisations, training providers.
Experience of supporting young people from underrepresented backgrounds into
employability and further training opportunities
Knowledge of supporting young people into apprenticeships and traineeships
Experience of planning and creating content across a range of communication platforms

Essential /
Desirable
E
E
E
E
E

E
E
D
D
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In-depth understanding of young people and youth work in London with the ability to think
critically about need and solutions
Experience of MEL processes within the employability/youth sector including using
databases and customer relationship management (CRM) systems such as Salesforce
and Upshot
Knowledge of the digital/tech sector to better support youth workers and young people
Personal attributes
Passionate and demonstrably committed to improving the lives of young Londoners
High level of written and numerical proficiency
Ability to work on your own initiative and collaborate with teams across departments
Absolute discretion and ability to maintain confidentiality
Willingness to work occasional evenings and weekends

D
D

D
E
E
E
E
E

Terms and Conditions
Salary:

£30,710

Pension:

London Youth complies with the employer pension duties concerning pension autoenrolment in accordance with Part 1 of the Pensions Act 2008. London Youth currently
uses The People’s Pension as its pension vehicle and once you are eligible for autoenrolment or opt into the scheme, London Youth will make employer contributions of 4%
into the scheme on your behalf. You will be required to make contributions to your pension
account also in accordance with the requirements of auto-enrolment.

Hours:

37.5 hours per week – generally Monday-Friday 09.00-17.30 with one hour for lunch, but
some flexibility may be required to work occasional evenings to meet our delivery needs

Leave:

26 days pa plus 8 bank holidays and 5 ‘closure’ days (to be taken on dates specified by
London Youth). All leave entitlement is accrued pro rata through the year and will be
calculated on a pro-rata basis for part-time employees

Term:

ASAP – 30th March 2023

Important dates and how to apply
London Youth embraces equality, diversity and inclusion. We are committed to the ongoing development
of an organisation that values and represents a variety of backgrounds, perspectives and skills and
welcome applications that reflect this.
Deadline for applications:
Interviews:

Sunday 23rd January 2022
W/C 31st January 2022

How to apply:
Please submit by emailing the following by the deadline stated above:
1. Your CV
2. A supporting statement outlining how your skills and experience meet the Job Description and
Person Specification outlined above on a maximum of 2 pages.
To recruitment@londonyouth.org with the subject line “Employability Officer”
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