HIGHLAND BUSINESS GATEWAY SERVICE
Create and Employ Project (Working title)
Job Description

	Post Designation:

	Recruitment Adviser (2 posts)

	Duration:

	35 hours per week – fixed term contract to 31 March 2013

	Salary:

	Starting salary £27,846

	Car mileage allowance:

	45p per mile

	Operating area:

	Caithness, Sutherland, Wester Ross, Skye, Lochaber, Badenoch & Strathspey

	Base location:

	Fort William and Bonar Bridge

	Responsible to:

	Business Gateway Services Manager

	Job Purpose:
	To implement and deliver the employer support package of the CREATE and EMPLOY project, to all eligible businesses in the Highland project area.



Key tasks and responsibilities
1. Provide dedicated, hands on recruitment advice to the SME sector, especially those taking on staff for the first time.
2. Proactively contact and liaise with all eligible micro businesses to determine the scope for additional job growth.
3. Promote/raise awareness of the support available, and work with SMEs to appraise the assistance available and make recommendations on the most appropriate for each circumstance.
4. Promote the uptake of existing recruitment/labour market initiatives amongst would be employers, liaising with partners and advocating on behalf of customers to ensure a high quality of support is given.
5. Achieve the output targets set for the programme by the project partners.
6. Create and update client records and provide regular reporting.
7. Work with the existing Business Gateway Regional Development Officers to ensure a seamless and holistic service for the client.
8. Undertake such other duties as may reasonably be required by the project partners.


HIGHLAND BUSINESS GATEWAY SERVICE
Create and Employ Project (Working title)
[bookmark: _GoBack]Person Specification
	Post:

	Recruitment Adviser

	Experience:

	Essential – Working knowledge of the needs of the micro SME sector with a particular focus on personnel/recruitment matters.  Experience in providing business advice, staffing guidance and personnel assistance in an enterprise.


	Education/Qualifications:

	Essential – Educated to degree standard or equivalent business experience.

Desirable – Qualification in Business Counselling and Advice, Employment Law or IPD.


	General Skills/Abilities:

	Essential – Able to liaise well with client businesses together with partner support agencies.  Able to work on own initiative.  Proficient in use of computers for office support and working knowledge of Microsoft Office applications.  Hold full driving licence with access to a vehicle that must be fully insured for business use.


	Specific Skills/Abilities:

	Essential – Knowledge of the Highland business sector.  Keen ability to assess recruitment needs of would be employers.  Good awareness of employment law, PAYE, Health and Safety and other personnel development matters.


	Interpersonal/Social Skills:

	Essential – Good listener/communicator.  Diplomacy in dealing with client businesses and support agencies alike.  Respect for confidentiality.  Good presentation/marketing/influencing skills.


	Other:
	Essential – Commitment to flexible working to accommodate an amount of duty outwith normal office hours particularly to suit the needs of eligible micro-businesses.



