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	Job Title
	Employment Specialist

	Function
	Service Delivery

	Department/Team
	Bedfordshire Employment Service

	Reports to
	Service Manager

	Direct reports
	0

	DBS Check Level Required
	Adult

	Grade/Job Evaluation Level
	Core- Coordination

	Salary Banding
	Individual Contributor C

	Created/Reviewed date
	August 2026


Job Description

	Purpose of the role

	The Employment Specialist will provide personalised employment support to people experiencing mental health challenges and/or who are neurodivergent, helping them to achieve, retain or return to meaningful employment and volunteering opportunities.

Working within a recovery-focused and person-centred framework, the post holder will empower individuals to identify their strengths, overcome barriers and achieve their employment goals. They will manage a varied caseload, delivering tailored support that promotes confidence, wellbeing, independence and sustainable employment outcomes.

The Employment Specialist will work collaboratively with employers, health professionals, community organisations and other stakeholders to create opportunities and support positive outcomes for service users. Through effective caseload management, employer engagement and accurate record keeping, the role contributes to the overall success and impact of the Bedfordshire Employment Service.



	Key accountabilities

	· Deliver person-centred employment support tailored to individual needs, aspirations and circumstances.
· Provide practical support with CV development, job searching, applications, interview preparation and employment-related skills.
· Support individuals to access volunteering, training and education opportunities where appropriate. 
· Assist individuals who are returning to work following periods of sickness absence or mental health-related leave. 
· Support employed clients to maintain employment through workplace problem-solving, advocacy and signposting.
· Encourage individuals to build confidence, resilience and self-management skills. 
· Support clients to identify workplace adjustments and strategies that enable success in work environments.
· Support employers to understand mental health and neurodiversity in the workplace.
· Develop effective working relationships with healthcare professionals, community organisations, training providers and referral partners.
· Promote the Bedfordshire Employment Service within local communities and stakeholder networks.



	General accountabilities 

	· Identify and respond appropriately to safeguarding concerns. 
· Assess and manage risks in accordance with organisational policies and procedures. 
· Maintain professional boundaries and confidentiality at all times.
· Maintain accurate, timely and comprehensive records using organisational systems. 
· Ensure all documentation meets contractual, organisational and regulatory requirements. 
· Achieve agreed performance targets and outcomes. 
· Monitor client progress and report outcomes appropriately. 
· Contribute to service audits, quality assurance activities and continuous improvement initiatives.



	Additional information

	· The role involves regular travel throughout Bedfordshire to meet clients, employers and partner organisations. 
· The post holder will work in a hybrid model, including home working, office-based work and community-based appointments. 
· Occasional evening meetings or events may be required to support service delivery. 
· The post holder must maintain a valid driving licence and access to suitable transport for business use. 



Values and Competencies
	Our values

	The post holder will be expected to demonstrate and embed Waythrough's values through their daily work, placing people at the centre of everything they do, working collaboratively, acting with integrity and promoting hope, recovery and opportunity for all.

· Kindness
· Courage
· Respect



	Our competencies

	Teamwork- Works co-operatively and flexibly with other members of the team. Exhibits a full understanding of the role of a team member, to achieve a common goal.

Communication- Communicates clearly and effectively with a wide range of people, taking account of the audience and their needs.

Planning and Organising- Organises and plans work effectively through the achievement of targets and work plans.

Customer focus- Shows commitment to putting all our customers first and takes pride in delivering a consistently high quality of service.

Valuing diversity- Recognising and valuing difference to create working culture and practices that respect value and harness difference for the benefit of the organisation and individuals.

Continuous improvement- Actively seeks to improve knowledge, skills and understanding and contributes to improved service delivery.

Technical competence- Applies professional and relevant expertise across Waythrough as required, in order to meet business and service needs.



Person Specification
	Qualifications
	Essential or Desirable

	Qualified to NVQ Level 3 in Advice and Guidance (IAG) or Employment Related Services Level 3 (QCF) or equivalent
	D



	Skills
	Essential or Desirable 

	Proficient in Microsoft Outlook Office programmes
	E

	Proficient time management and organisational skills 
	E



	Experience
	Essential or Desirable

	Experience working in a support capacity. E.g. customer service, support roles, HR, teaching.
	E

	Experience of using management information systems and maintaining accurate records
	D

	Experiencing in recruitment, HR or employability
	D

	Experience working with a range of individuals of which have different support needs
	E

	Knowledge of the local labour market and the skills needed to apply for vacancies
	D
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