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Job Profile comprising Job Description and Person Specification
Job Description

	 Job Title: Business Engagement and Employment Officer 

	Grade: SO2



	Section: Economic Development, Employment Delivery 

	Directorate: Growth and Place


	Responsible to following manager: Lead Business Engagement and Employment Office 

	Responsible for following staff: N/A


	Post Number/s: 

	Last review date: 




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 x
To develop and manage strong relationships with employers to generate employment opportunities for residents, delivering a high-quality, end-to-end recruitment service. The role focuses on proactively winning local business, managing employer accounts, and successfully matching candidates to vacancies to achieve sustained employment outcomes and support local economic growth. The role contributes to the delivery of the Richmond growth plan through collaboration with employers, partners and stakeholders to promote inclusive economic growth address local skills needs and create sustainable employment opportunities for residents. The Business Engagement and Employment Officer will also provide employment support for residents to help them secure new employment opportunities. 
Richmond Work Match offers a job brokerage service to all residents of Richmond upon Thames 


Specific Duties and Responsibilities

1. To liaise with local businesses regarding job vacancies, apprenticeships, or other employment opportunities. To advertise and promote these opportunities and match their requirements to those residents registered with the employment brokerage service. 

2. To work with clients registered with the Wandsworth employment brokerage service and associated services, matching their aspirations, knowledge and experience with the skills required by local employers. 
To assess client needs and develop individual actions plans to achieve sustainable employment and career outcomes.

3. To develop and maintain a good knowledge of current customised training opportunities, advice and guidance, CV preparation, job readiness preparation and personal development courses available in Wandsworth to be accessed by local job seekers. Working closely with DWP and other partners to deliver a joined up, wrap around service (for example through referrals to other provision) to the client group from Wandsworth and associated boroughs.

4. To always provide a professional brokerage service to employers and to job seekers, ensuring that they are given correct information relating to the service offered and their eligibility. Managing and maintaining a computerised database of clients and employers and ensuring all interactions and outcomes from these interventions are recorded in a timely and accurate way.

5. To carry out and record regular follow up contact with clients to support sustainment of their training or work progression. 


6. To project manage programmes that assist residents into employment, promoting programmes that ensure an integrated and co-ordinated approach to meeting current and future skills needs of businesses and improve access for local residents in existing and future employment opportunities.

7. To take responsibility to produce effective and creative marketing and promotional materials to raise awareness of the service and the opportunities it offers to residents.  To maximise the engagement of diverse and hard to reach beneficiaries. To attend local events, meetings and forums as required by the Lead Recruitment and Employment Specialist.

8. To facilitate events and deliver presentations, that will raise awareness of our integrated approach to meeting current and future skills needs of businesses and improve access for residents to existing and future employment opportunities to schools, steering groups and partners. Working with local community organisations and representatives to support the aims of the service.

9. To provide an effective contribution to meeting outputs and targets identified within particular growth areas or in response to strategic aims and objectives.

10. To undertake any other duties as directed commensurate with the grading of the post including some out of hours work  sometimes at short notice


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.

Additional Information 
Occasional evening or weekend work is required e.g. attendance at community events.

Team structure





Person Specification

	 Job Title: Business Engagement and Employment Officer
	Grade: SO2

	Section: Economic Development, Employment Delivery
	Directorate: Directorate: Growth and Place


	Responsible to: Lead Business Engagement and employment Officer
	Responsible for: N/A 

	Post Number/s:
	Last Review Date: 



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 end-to-end recruitment lifecycle (business development, vacancy generation, candidate sourcing, placement)
	x
	
	

	Knowledge of business development principles, including pipeline management and client acquisition
	x
	
	

	Understanding of employer needs, workforce planning, and sector-specific recruitment challenges
	x
	
	

	Knowledge of labour market trends and local economic priorities
	x
	
	

	
	
	
	

	Understanding of barriers to employment and supporting diverse candidates into sustained work
	x
	
	

	Experience
	Essential
	Desirable
	Assessed

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

	Experience of using IT systems to undertake duties including producing presentation materials, performance monitoring, data extraction, collation and analysis
	x
	
	

	Experience of developing a database of clients & employers, ensuring these are kept up to date, are completed in a timely fashion and are of an auditable quality.
	x
	
	

	Proven track record in recruitment, or business development, identifying and winning new business / clients with evidence of generating opportunities and successful placements
	x
	
	

	Experience of managing and growing employer accounts, including repeat business and long-term partnerships
	x
	
	

	Experience of working to targets, KPIs, or revenue/outcome-driven environments
	x
	
	

	Experience of managing a pipeline of vacancies, clients, and candidates simultaneously
	x
	
	

	Experience of delivering tailored recruitment solutions to meet employer needs
	x
	
	

	Skills
	Essential
	Desirable
	Assessed

	Ability to respond effectively and efficiently to any number of tight deadlines within a pressurised environment.
	x
	
	

	Ability to deliver a professional job brokerage service to both employers and clients, working closely with employers to identify job opportunities, skills gaps and local growth sectors
	x
	
	

	Strong business development and sales skills, with the ability to proactively generate and convert opportunities
	x
	
	

	Excellent relationship management and account management skills
	x
	
	

	Ability to respond effectively and efficiently to any number of tight deadlines within a pressurised environment.
	x
	
	

	Ability to use CRM/case management systems to track pipeline, activity, and outcomes
	x
	
	

	Ability to work with key employers and inward investors to identify job opportunities, skills gaps and growth sectors
	x
	
	

	Ability to develop knowledge of local business landscapes across a number of South London boroughs with an ability to plan ahead for job growth in new or emerging sectors
	
	x
	

	Qualifications
	Essential
	Desirable
	Assessed

	
	
	
	



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


Head of Employment and Skills


Employment Delivery Manager


Lead Business Engagement and Employment Officer (x2)


Business Engagement and Employment Officers x 6
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Sensitivity: Official
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