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Job Profile 
Programme Officer – Opportunity Support	Grade: 6			Date created: Nov 2025

	About the Job  
To work as part of the Youth Support NEET Team to support young people to access education, employment and training.  This will involve contacting young people to establish their situation with regard to education, employment and training; providing information and advice on learning, employment and personal development opportunities to young people using telephone, internet - recording accurately information on young people’s progress and outcomes; liaising with partners and opportunity providers to collect information on young people’s progress. Your work will contribute to fulfilling Gloucestershire County Councils statutory duty to report on young people's education, employment and training destinations. 



	This is what we need you to do... 
· Provide information and advice on learning, employment and personal development opportunities to young people using telephone, internet, and some face to face appointments. This includes groupwork every quarter
· Manage a caseload of young people mainly by using telephone and internet.
· Referral of young people into suitable opportunities including training providers, employment, colleges and volunteering.
· Support young people to address their barriers by initial triaging referral. Where appropriate, referral to NEET Case Responsible Officers, other YST staff or other agencies.
· Advise young people about suitable opportunities and help them with applications and CVs. Be part of a rota which sees NEET young people on a weekly basis.  
· Build supportive and empowering relationships with young people over time to help them overcome barriers and build confidence to attend events such as Get Going and eventually full time ETE/employment
· Work with partners who support NEET young people to establish and maintain effective working relationships.

	
· Liaise with schools, colleges and other opportunity providers to collect information on young people’s basic details, education, employment and training destinations. 
· Follow up young people whose activity is not known by telephone, letter, internet, and home visits.
· Record accurately information on progress and outcomes using the YST Core+ database.
· Work together with partner organisations to provide innovative and alternative ways of providing information to young people, families and other professionals. 

Special Conditions
·  Be able to travel to destinations across Gloucestershire 
· Occasional work out of normal office hours
· Enhanced DBS disclosure is required for this post.



Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome-based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the Council reserves its right to amend or add to the accountabilities listed above.


	The ideal candidate will have... 

Experience
· Experience in a relevant area of work, e.g. Youth Work, Social Care, Family Support, Youth Offending, education, IAG, Health
· Experience of working with young people, their families and communities, particularly those at risk of social and educational exclusion
· Demonstrable experience of successfully working to targets


Knowledge, Skills and Understanding
· Excellent IT skills, including familiarity with Microsoft Office software and previous experience of working with databases 
· Excellent verbal and written skills and ability to communicate concisely and effectively 
· Demonstrable experience of providing excellent customer service skills 
· Understanding of our client group and the barriers our clients may face 
· Understanding of data protection and information security
· Ability to plan, assess and evaluate work undertaken
· Demonstrate accurate, timely record keeping and ability to produce written reports
· Ability to balance and respond appropriately to competing demands to meet deadlines.
· Support, promote and safeguard the welfare of children and young people in line with safeguarding policies and procedures.
	

Behavioural attributes
· Aligns with Gloucestershire Employee Values and behaviours which are available on our website 
· Our values are Accountability, Integrity, Empowerment, Respect and Excellence
· Excellent interpersonal and communication skills
· Good at building relationships with both internal and external stakeholders
· Ability to use initiative when required and take a problem-solving approach to work tasks
· Ability to work well as part of a team and independently when required
Ability to handle sensitive and confidential issues with tact and diplomacy
· Have an understanding of and be able to demonstrate a commitment to Equal Opportunities and Diversity
· Be able to display an awareness, understanding and commitment to the protection and safeguarding of young people and vulnerable adults
· This post requires a Disclosure and Barring Service Check at an Enhanced Level

Education & Qualifications - Essential
· Professional qualification (minimum level 3 NVQ or other approved course in social care, education, youth work, advice and guidance, criminal justice or health)
· Demonstrable evidence of Continuing Professional Development



	[image: C:\Users\ltaylorpockett\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\ZLOVZWFN\Equality logos.jpg]We want to be an employer of choice, attracting and retaining excellent people to work for us, so that we can best serve all of Gloucestershire’s diverse communities.  Our promise to you is that we will provide an inclusive and supportive working environment that enables you to bring your whole self to work and realise your full potential.
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