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The Forward Trust Job Description 
 
	Position Title 
	IPS/Connect to Work Employment Specialist
 (Employment Services)
	Reports to 
	Senior Employment Specialist (Team Leader). 

	Location: North and East Kent/Contract specific location



	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 30 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



As an IPS/Connect to Work Employment Specialist, you will manage a caseload of participants living with mental health conditions, long‑term physical health conditions, or disabilities, supporting them to secure and sustain paid employment that aligns with their skills, strengths, and preferences. You will deliver the Individual Placement and Support (IPS) at part of Connect to Work model (full training provided) in the community, ensuring all support is person‑centred, recovery‑focused, and grounded in IPS fidelity principles.
	Role Responsibilities	



1. Caseload Management & Participant Support

· Manage a caseload of around 25 clients who are motivated to start or return to work.
· Deliver the IPS approach, ensuring fidelity to IPS principles.
· Meet and support participants to identify their key skills, strengths, aspirations, and goals.
· Complete Vocational Profiles and create tailored Action Plans that support the journey into sustained competitive employment.
· Provide practical employment support including job search assistance, CV development, application forms, interview coaching, work preparation, and career planning.
· Deliver high‑quality, end‑to‑end Information, Advice and Guidance (IAG) in line with Matrix and Gatsby Standards.
· Promote confidence building, emotional intelligence, motivation, self-esteem, and resilience to prepare participants for the workplace.
· Provide one‑to‑one and group coaching, enabling participants to develop essential employability skills.
· Introduce participants to a strengths‑based recruitment approach that enhances performance in job interviews.
· Assess and address wider support needs, including benefits guidance, workplace adjustments, health disclosures, and access to relevant specialist support.


2. Employer Engagement & Job Matching

· Source job opportunities through targeted job search and frequent engagement with local employers.
· Explore both advertised and hidden job market opportunities, working with the Account Manager/Employer Engagement team.
· Shortlist, pre-select, and match participants to suitable vacancies or work experience placements.
· Arrange and coordinate interviews for participants.
· Build strong relationships with employers to understand job roles, recruitment needs, and workplace culture.
· Negotiate reasonable adjustments, return‑to‑work plans, and supportive strategies to promote job retention.
· Provide employers with ongoing education, guidance, and contact to ensure successful placement and sustained employment.
· Advocate for participants and promote inclusive employment practices, including exploring job carving where appropriate.


3. Relationship Management & Community Collaboration

· Establish positive, collaborative relationships with community organisations, employers, clinical teams, and support providers.
· Attend weekly team meetings as an embedded IPS/Connect to Work Employment Specialist, contributing to integrated support planning.
· Arrange regular pre‑ and post‑employment meetings with participants to monitor progress and adapt support.
· Spend time engaging with employers at their workplaces to understand job tasks and negotiate roles tailored to participants’ strengths and preferences.
· Challenge inequalities, discrimination, and barriers faced by participants, promoting fairness and equal opportunities.
· Develop effective partnerships with training providers, colleges, and other agencies to support participants' employment goals.


4. In‑Work Support & Employment Sustainability

· Provide comprehensive in‑work support once a participant starts employment, including workplace visits, coaching, and troubleshooting.
· Maintain regular contact with both participants and employers to identify and address issues early.
· Offer ongoing guidance on workplace expectations, managing health conditions at work, and sustaining routines.
· Ensure all in‑work support promotes long-term stability, progression, and independence.


5. Administration, Quality, Compliance & Performance

· Maintain accurate, detailed case notes and follow administrative procedures and data capture protocols.
· Ensure contractual compliance and IPS fidelity standards are met at all times.
· Work independently and reliably, delivering consistent high‑quality IPS practice.
· Adhere to monitoring, evaluation, and performance reporting requirements, including weekly updates and monthly reviews.
· Meet all required KPIs and deadlines set by management.
· Collect employment stories, including written case studies and video testimonies, where appropriate.
· Co‑produce service improvements with participants to support continuous development.
· Comply with safeguarding, Prevent, Health & Safety, and all operational policies and procedures.
· Manage your caseload effect.

	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 

	Experience of providing high quality CV, job search, interview support to learners/job seekers (people in recovery, ex-offenders, at risk offending, NEET, unemployed) 
	E
	A/I

	An understanding of the employment needs, and challenges faced by people who experience labour market exclusion
	E
	A/I

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

	Ability to build a client’s 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/clients  
	E
	A/I

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

	Progressing clients into employment and sustaining them in these 
	E
	A/I

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

	Experience supporting people with Mental Health and/or physical disabilities.
	E
	A/I

	Knowledge and understanding of IPS
	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 
	E
	A/I

	Persuasive, persistent and patient 
	E
	A/I

	Work well under pressure 
	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
	
	

	IAG Level 3 or 4 or Employability Practitioner Level 4 Apprenticeship
	E
	A
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