Job Description and Person Specification

AGENCY MANAGER
Rhyl City Strategy

Salary: £26,516
Fixed term contract to end March 2013. 

	Position Detail: Reports to Programming and Performance Officer

	Background:

Open Doors is an exciting new venture being established to meet the needs of local employers and provide an effective recruitment service for jobseekers across the North Wales Coast Regeneration Area. The Open Doors Recruitment Agency will match jobseekers to vacancies in the areas of retail, administration, hospitality and catering, social care, tourism and leisure, construction and environment, while providing support and guidance for those furthest from the labour market.  The new service forms a key strand of Rhyl City Strategy’s business plan to tackle unemployment and economic inactivity in the locality. 

Job  Role

The purpose of the role is to provide effective management of the Recruitment Agency and its staff, ensuring that the Agency offers a professional and first-class service to jobseekers and employers alike. The Manager will be responsible for ensuring the Agency develops in line with the service specification agreed with Welsh Government and other key partners. 

	Responsibilities:
· Oversee all aspects of the set-up, management and delivery of the Open Doors Recruitment Agency, ensuring that the Agency offers a professional, first-class service for jobseekers and employers alike; 

· Develop a strong brand and ensure high levels of service awareness through effective marketing;
· Provide effective line management for Agency staff, ensuring that they receive the support, supervision and training they need in order to be able to provide exceptional customer service; 

· Secure, build and sustain customer relationships with employers, training providers, support organisations and community groups;
· Provide management reports relating to the service as required;

· Provide effective monitoring of key outcomes related to the success of the Agency;

· Develop and deliver an excellent stakeholder communication plan, and ensure that feedback informs ongoing service and process improvements; 
· Maintain and build upon current working relationships with key stakeholders including Welsh Government, Jobcentre Plus, Llandrillo College Rhyl, Rhyl Business Group, Denbighshire County Council, Conwy Council, Careers Wales, Rehab Jobfit, Working Links etc.; 

· Work within the agreed framework of corporate and financial governance;
· Work within the Data Protection Act when dealing with personal and employer information
· Any other duties as required 

	Personal Attributes

The post holder will be required to travel throughout Denbighshire and Conwy in order to fulfil the role. On occasions it may be necessary for the post holder to attend meetings outside of the county for example with the Welsh Government.


	Person Specifications

Essential:

· Good educational attainment.
· At least two years’ experience of managing staff in a service delivery context

· Strong interpersonal skills and the ability and confidence to operate at all levels.

· Evidence of meeting targets within the context of managing a project or set of objectives.

· Experience of working across a range of public, private, and third sector organisations.
· A clear understanding and commitment to equality issues and challenging discriminatory practices.
· Ability to analyse and interpret data.
· Problem solving skills.
· Good communication and presentation skills.
· IT Literate.
	Desirable:

· Degree or Equivalent (this may be a professional qualification or high level diploma).
· Strong commercial awareness of the employability agenda.
· Broad experience of government policy and practice in relation to employability;



