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Job Profile comprising Job Description and Person Specification
Job Description

	 Job Title: Talent Management Officer
	Grade: SO2


	Section: Economic Development: Employment Delivery

	Directorate: Growth and Place Directorate


	Responsible to following manager: Kiren Kalia

	Responsible for following staff: N/A


	Post Number: RWHESO1

	Last review date: December 2025




Working for the Richmond & Wandsworth Better Service Partnership

We’re Richmond & Wandsworth Better Service Partnership, the shared public service team for Richmond and Wandsworth Councils. Like any local authority, our role is to deliver the agenda of our elected members on behalf of the people who live and work in our part of the world. We deliver key services to our communities including social care, public health, children’s services, housing and regeneration and environmental and community services. 

Our joint workforce creates efficiency and resilience by bringing more creativity to the way we work, more objectivity and adaptability too, helping us deliver better services for all our residents.

We’re here to help our communities thrive in a changing world, and to be there for the people who need us most we believe we need to keep adapting. That’s why, at Richmond & Wandsworth Better Service Partnership, you’ll be at the forefront of innovation in local government, and we’ll invest in you and offer you opportunities to grow in a way only our unique organisation can. 








Job Purpose 

To effectively engage with a wide range of Wandsworth residents who have registered with the councils Work Match service. To assess work readiness of these residents and enable them to access appropriate employment support or training. To Manage a talent pool of work ready Wandsworth residents and liaise with Work Match colleagues to ensure these residents can be placed into local job openings alongside our Business Engagement team. 


Specific Duties and Responsibilities

· Assessing Wandsworth residents work readiness and creating personalised employability assessment plans depending on resident need
· Offering residents pathways to training offered by Work Match and other third-party organisations
· Developing a talent pool of Wandsworth residents for the Business Engagement and Employment Officers to supply to local job vacancies
· Coordinating the Wandsworth talent pool with the Lead Business Engagement Officer(s) across our Richmond and Wandsworth services
· Identifying career goals for each resident in the Wandsworth talent pool and sharing this with the Business Engagement and Employment Officers to enable reverse job brokerage
· Ensuring that all residents in the Richmond & Wandsworth talent pool are regularly contacted and their details of progression to work or training are effectively recorded 
· Close collaboration with Business Engagement and Employment Officers, and other key colleagues from within the Employment Delivery Team
· Participation in Work Match events and engaging with key local stakeholders to promote the work of Work Match across the boroughs in which we operate
· Communicating the latest jobs and training on offer for residents in the Wandsworth Talent Pool 
· Developing an expert knowledge of each resident’s career goals and work readiness. Highlighting these to Business Engagement and Employment Officers 
· Using data gathered to report on the Wandsworth talent pool for Colleagues and Management of Work Match. To better inform these colleagues of these needs and any identified trends in the Wandsworth talent pool






Generic Duties and Responsibilities

· To contribute to the continuous improvement of the services of Richmond & Wandsworth Better Service Partnerships.

· To comply with relevant Codes of Practice, including the Code of Conduct and policies concerning data protection, handling complaints and health and safety.

· To adhere to security controls and requirements as mandated by Richmond and Wandsworth procedures and local risk assessments to maintain confidentiality, integrity, availability and legal compliance of information and systems

· To promote equality, diversity, and inclusion, maintaining an awareness of the equality and diversity protocol/policy and working to create and maintain a safe, supportive and welcoming environment where all people are treated with dignity and their identity and culture are valued and respected.

· To understand both Councils’ duties and responsibilities for safeguarding children, young people and adults as they apply to the roles within the Councils.

· The profile is not intended to be an exhaustive list of the duties the post holder will carry out. Other reasonable duties commensurate with the level of the post, including supporting emergency and priority situations, will form part of the role.
Additional Information 

Team structure



Person Specification

	 Job Title: Talent Management Officer
	Grade: SO2


	Section: Economic Development: Employment Delivery

	Directorate: Growth and Place Directorate


	Responsible to following manager: Kiren Kalia

	Responsible for following staff: N/A


	Post Number: RWHESO1

	Last review date: December 2025




Our Values
THINK BIGGER
    EMBRACE DIFFERENCE
CONNECT BETTER
LEAD BY EXAMPLE
 PUT PEOPLE FIRST


Our Values are embedded across Richmond & Wandsworth Better Service Partnership and throughout all roles and responsibilities at all levels of the organisation. Please familiarise yourself with our values as they are an integral part of our recruitment and selection process.
 
	Person Specification Requirements

	Assessed by 
A/I/T/C 
(see below for explanation)

	Knowledge
	Essential
	Desirable
	Assessed

	Knowledge of barriers to work for the unemployed and underemployed.
	x
	
	

	Knowledge and understanding of current issues in employability.
	x
	
	

	Knowledge of GDPR processes and procedures and adhering to polices around confidentiality and standards of conduct.
	x
	
	

	Knowledge of a range of suitable provision to help further enhance an individual’s work readiness. 


	x
	
	

	Experience
	Essential
	Desirable
	Assessed

	Experience of delivering high impact and innovative programmes of employability.
	x
	
	A/I/T

	Experience of managing a wide-ranging caseload of people looking to access employment and training opportunities.
	x
	
	A/I/T

	Experience of providing advice, guidance and developing action plans for those wishing to enter employment and training.
	x
	
	A/I/T

	Experience of liaising with other teams in a high performing employment service to present work ready individuals to recruiting businesses.
	
	x
	A/I/T

	Experience of identifying customised training opportunities, providing advice and guidance, CV preparation and job readiness preparation for a range of Wandsworth residents at different stages of their return to work.
	x
	
	A/I/T

	Skills
	Essential
	Desirable
	Assessed

	Ability to ascertain the work readiness of a resident engaging with Work Match, to establish their barriers to employment and create interventions to help address these.
	x
	
	A/I/T

	Capacity to use the skills of critical thinking and analysis towards problem solving.
	x
	
	A/I/T

	Ability to develop and deliver effective employment practices in complex situations, manage own workload and be accountable for work with a range of participants and stakeholders.
	x
	
	A/I/T

	An ability to manage a talent pool of candidates that are work ready and looking for local employment opportunities.
	x
	
	A/I/T

	An ability to record all candidate activity accurately on a CRM to a high level ensuring these are kept up to date, are completed in a timely fashion and are of an auditable quality.
	x
	
	A/I/T

	Qualifications
	Essential
	Desirable
	Assessed

	
	
	
	

	
	
	
	

	
	
	
	



A – Application form / CV
I – Interview
T – Test
C - Certificate


Employment Delivery Manager


Lead Business Engagement and Employment Officer


Business Engagement and Employment Officer


Business Engagement and Employment Officer


Talent Management Officer (Vacant)




1
Sensitivity: Official
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