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The Forward Trust Job Description 
 
	Position Title 
	Team Leader/Senior Employment Specialist, (Employment Services)
	Reports to 
	Operational Manager,  Employment Services

	Location: Contract specific (Office)



	Introducing Forward Trust



We are The Forward Trust, the social enterprise with charitable status that empowers people to break the often interlinked cycles of crime and addiction to move forward with their lives. For more than 25 years we have been working with people to build positive and productive lives, whatever their past. We believe that anyone is capable of lasting change. Our services have supported thousands of people to make positive changes and build productive lives with a job, family, friends and a sense of community.
	Role Overview



The Senior Employment Specialist (Team Leader) is responsible for leading, supervising, and developing a team of IPS Employment Specialists (within Connect to Work) delivering high‑quality Individual Placement and Support (IPS) to people with mental health conditions, physical disabilities, and long‑term health conditions in the community. Overseeing a small caseload yourself, you’ll also be demonstrating what good looks like and be the first point on contact for training. 
You will play a pivotal role in ensuring the service meets IPS fidelity standards, delivers excellent person centred support, and contributes to each individual’s employability journey. You will act as a role model for IPS best practice, maintain operational oversight, and foster strong partnerships with employers and community agencies.
	Role Responsibilities	



1. IPS Service Leadership & Quality
· Manage and maintain a high-quality IPS service that consistently adheres to IPS best practice and fidelity standards.
· Monitor and manage the performance of IPS Employment Specialists, providing individual guidance on best practice and job outcome achievement.
· Promote and develop confidence, emotional intelligence, resilience, self‑belief, and work readiness among clients.
· Ensure IPS Employment Specialists create goal‑focused, personalised Vocational Profile Action Plans, providing motivation, regular reviews, and accountability for Participants.
· Create a culture of continuous improvement aligned with organisational quality frameworks and the Matrix Standard.
· Identify staff training needs and coordinate appropriate professional development.
· Support the design and delivery of in‑house training, facilitating peer learning and sharing of best practice.
· Involve service users in co‑production to shape service improvements where appropriate.
· Coordinate Employment Specialists’ employer engagement activity, focusing on accessing both open and hidden labour markets.
· Co‑manage the IPS budget with senior leadership, ensuring value for money and service viability.
· Produce regular monitoring and performance reports for internal and external stakeholders.
· Manage a small caseload (10–15 clients) if required, delivering IPS support directly when necessary.

2. Team Supervision, Coaching & Development
· Provide monthly solution‑focused supervision, including caseload reviews and reflective practice.
· Guide, mentor and coach the team on job development strategies, employer engagement, and IPS techniques.
· Lead the team to ensure Employment Specialists spend appropriate time in face‑to‑face employer contact to secure suitable job matches.
· Ensure high standards of client satisfaction and contribute to quality assurance work with the Quality & Contracts Assurance Team.
· Facilitate client feedback opportunities and use insights to improve service delivery.

3. Relationship & Partnership Management
· Hold regular pre‑ and post‑employment meetings with clients to review progress and adjust support.
· Work with the Account Manager to build strong relationships with local employers, negotiating job opportunities aligned with each individual’s strengths, needs, abilities and preferences.
· Provide education, guidance and support to employers, including workplace adjustments, return‑to‑work plans and retention strategies.
· Build effective partnerships with external agencies—including Forward Trust Employment Services, training providers, colleges, NHS teams, JCP, and community organisations—to maximise opportunities and holistic support.

4. Professional Standards, Compliance & Governance
· Complete all mandatory training, including IPS-specific training.
· Participate in ongoing CPD to maintain high levels of knowledge and professional practice.
· Ensure the implementation of all organisational policies, including safeguarding, Prevent, Health & Safety and information governance.
· Lead on maintaining accurate data, effective monitoring systems and adherence to evaluation processes.
· Regularly collect and promote employment recovery stories, including case studies and service-user‑led content.
· Work independently, reliably and consistently to uphold IPS principles and service expectations.
· Manage feedback, comments and complaints in line with organisational policy.
· Ensure contractual compliance is maintained to the highest standard at all times.
· Meet all KPI deadlines and reporting expectations as set out by the Operational/Regional Manager.
· Support performance management processes including weekly reporting and monthly reviews.
· Undertake any additional duties required by the Employment Services Directorate or the organisation.
Essential
· Experience delivering IPS or supported employment services for people with mental health conditions, physical disabilities or long‑term health conditions.
· Supervisory or team leadership experience.
· Strong knowledge of IPS fidelity standards (training provided if needed).
· Experience in employer engagement and partnership development.
· Excellent coaching, communication and interpersonal skills.
· Strong organisational skills with the ability to prioritise, monitor performance and meet deadlines.
· Ability to work collaboratively with clinical teams, NHS partners, local authorities and community services.
Desirable
· Experience with quality assurance, service audits or compliance-led environments.
· Experience of co-production with service users.
· Experience working in health, social care, substance misuse or mental health settings.


	Role Criteria


	Criteria Requirement

	E
	Essential Criteria

	D
	Desirable Criteria

	Criteria Measure

	A
	Application

	 I
	Interview

	T
	Test


Below is a list of the criteria required to apply for this role; please address each of these points in your application.







	Knowledge, Skills and Experience 

	Management Experience of at least 3 years
	E
	A/I

	Experience of providing high quality CV, job search, interview support to clients, in particularly those in recovery 
	E
	A/I

	Experience of providing high quality coaching support that ensures clients access 
	E
	A/I

	Ability to build a clients self-confidence, self-esteem, motivation to help them achieve in the world of work and lasting employment/career development 
	E
	A/I

	Experience of liaising with employers to arrange interviews and getting feedback on candidates  
	E
	A/I

	Identifying skills and qualities in clients to match appropriately with vacancies 
	E
	A/I

	Progressing learners and job seekers into employment and sustaining them in these 
	D
	A/I

	Experience of working in the social enterprise sector 
	D
	A/I

	Knowledge and understanding of substance misuse/recovery service/ Previous experience of delivering a service using the IPS model
	D
	A/I

	Positive, enthusiastic approach to problem solving with a “can do” attitude 
	E
	A/I

	Good communication skills 
	E
	A/I

	Gain people's confidence and put them at ease 
	D
	A/I

	Persuasive, persistent and patient 
	D
	A/I

	Work well under pressure 
	E
	A/I

	Flexible and adaptable
	E
	A/I

	Excellent organisational and administrative skills 
	E
	A/I

	Ability to prioritise deadlines and produces accurate reports
	E
	A/I

	Excellent all round ICT skills 
	E
	A/I

	Personal Attributes
	
	

	Resilience – Positive, enthusiastic approach to problem solving with a “can do” attitude 
	E
	I

	Adaptability – Can work flexibly and with adaptability
	E
	I

	Qualifications
	
	

	
CIAG Level 3 or 4/Employability Practitioner Apprenticeship Level 4

	E
	A
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