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The Forward Trust Job Description
	Position Title
	Employment Coach 
	Reports to
	Operations Manager 

	Location: London




	Introducing Forward Trust



We are The Forward Trust (formerly RAPt and Blue Sky), 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/Team Overview



As Coaches working with our Team Leader/Operational Manager you will be supporting unemployed individuals to progress into an exciting career by providing information, advice and guidance, employability support, job search, confidence building and interview skills support. We have great systems for you to use that will allow you to keep regular contact with your learners to keep them focused, motivated and confident to gain sustainable employment.

	Accountabilities



· Manage a caseload of learners from induction to job outcome, ensuring high levels of engagement and progression.
· Deliver 1:1 and group coaching on CVs, applications, interview skills, job search, and workplace behaviours.
· Recruit learners into programmes through outreach, events, community engagement, and partnership building.
· Prepare learners for employment and submit them for suitable vacancies with employer partners.
· Track, record, and evidence all learner activity in line with funding and compliance requirements.
· Maintain strong relationships with employers to secure interviews, work trials, and job starts.
· Drive job outcomes by matching learners to roles, supporting them through the recruitment process, and providing in‑work support.
· Achieve monthly and quarterly job outcome targets (e.g., job starts, sustained outcomes, progression milestones).
· Meet or exceed learner recruitment targets, ensuring consistent cohort numbers.
· Maintain high learner attendance, retention, and completion rates.
Ensure timely and accurate data entry to support audit, compliance, and funding requirements.

	Role Criteria 


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

	E
	Essential Criteria

	D
	Desirable Criteria

	Criteria Measure

	A
	Application

	 I
	Interview

	T
	Test




	Knowledge, Skills and Experience 

	Strong coaching and motivational skills, with the ability to build trust and confidence quickly.
	E
	E/I

	Excellent communication — able to deliver clear, practical, employer‑focused guidance.
	E
	E/I

	Ability to work to targets, deadlines, and performance frameworks.
	E
	E/I

	Confident in outreach, networking, and community engagement to drive learner recruitment.
	E
	E/I

	Strong organisational skills with the ability to manage a busy caseload.
	E
	E/I

	Resilient, proactive, and solutions‑focused, especially when supporting learners with barriers.
	E
	E/I

	Competent in digital tools: job boards, CRM systems, MS Office, and virtual delivery platforms.
	E
	E/I

	Consistently demonstrates a results‑driven mindset while maintaining empathy and learner‑centred support.
	E
	E/I

	 Takes ownership of performance and actively seeks ways to improve outcomes.
	E
	E/I

	Builds positive relationships with learners, employers, and referral partners.
	E
	E/I

	Represents the organisation professionally in all external engagement.
	E
	E/I

	Works collaboratively with colleagues to meet cohort and contract targets.
	E
	E/I

	Experience working with JCP, ESFA‑funded programmes, AEB, Restart, or similar contracts.
	D
	D/I

	Knowledge of safeguarding, GDPR, and compliance frameworks.
	D
	D/I

	Experience supporting learners from diverse backgrounds, including refugees, ESOL learners, and those with complex barriers.
	D
	D/I

	Ability to deliver workshops or group training sessions confidently.
	D
	D/I

	Personal Attributes
	
	

	Proactivity – Quick thinking with a high level use of initiative
	E
	

	Resilience – Solves problems, takes learning on board from mistakes to aid personal and professional growth
	E
	E/I

	Adaptability – Can work in fast-paced changing environments 
	E
	E/I

	Confidence – Has confidence in own abilities, has good eye contact and able to communicate clearly and concisely
	E
	E/I

	Team Work – Works in harmony with colleagues to deliver results 
	E
	E/I

	Open to Feedback - Open to constructive feedback in order to further develop
	E
	E/I

	Innovative –  Continually searching for better ways of working 
	E
	E/I

	Qualification
	
	

	Maths and English at Level 2 or equivalent
	E
	E/A

	Level 3 IAG qualified 
	D
	D/I
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