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LEP Project Team

Role Breakdown

1. LEP Project Manager

	· Overall management of the LEP programme, reporting directly to the Head of Human Resources

· Overseeing the monitoring and evaluation of the programme

· Ensure the programme’s smooth running and success (target of a minimum of 80 LEP clients into work over a 2 year period)

· LEP reporting and recommendations to TMT

· Liaising with all Council Departments

· Raising awareness of the programme across all departments

· Providing statistical and qualitative data for internal and external use

· Point of contact for LEP public relations

· Ensuring that the intranet is regularly featuring LEP activities

· BHCC Internet and Press coverage

· Management of the LEP team

· Overall management of the buddy scheme

· Overall management of the placement scheme

· Liaison with external partners, such as Jobcentre Plus and the Engage partnership

· Addressing barriers within departments to utilising the LEP programme

· Managing the LEP Steering Group and co-ordinating meetings 

· Further developing the LEP programme to ensure it is effective and sustainable

· Sharing Good Practice within HR and other Councils, as required

· Further developing the culture of training within the Council

· Heading up internal workshops and pre employment training visits

· Pre employment training

· Ensure that the LEP processes are up to date and effective

· Assist in the potential formation of a new unit for April 2009 within BHCC to manage the LEP Programme and incorporate all elements of supported employment, apprenticeships and school work experience programmes

· Develop a LEP placement scheme for those furthest from the labour market

Recommendations

· This role is made into Assistant Director 

· The person is someone with enough kudos and internal profile to ensure the continued success of the programme

· This person fully understands the potential of this position within the BHCC structure

· This person appreciates the need for the LEP Programme and it’s role in providing a solution for worklessness in the City

· This person fully understands where the LEP Programme fits into other key strategies such as the City Employment and Skills Plan and Local Area Agreement


2. LEP Recruitment Officer

	· Reporting to the LEP Project Manager

· Liaison with HR regarding eligible vacancies

· Identify suitable vacancies

· Liaise with Recruitment Managers

· Sign post to training providers

· Sign post identified buddy to LEP Employment Officer

· Liaise with Jobcentre Plus regarding vacancies

· Post vacancies to Jobcentre Plus and Engage Partnership

· Identify where PET can be utilised

· Co-ordinate the PET process

· Co-ordinate the take up of Work trials

· Organise and facilitate application meetings

· Arrange and facilitate application handover meetings with Recruitment Managers

· Point of contact during recruitment process

· Collate information on recruitment process 

· Systems, documents, monitoring 

· Act as secretariat for LEP Steering Group 
· Organise venue and circulate information for LEP Steering Group
· Facilitate LEP workshops, as required



3. LEP Employment Officer

	· Reporting into the LEP Project Manager

· Co-ordinate the buddy scheme

· Deliver buddy training to potential buddies

· Develop the buddy forum

· Ongoing training

· Co-ordinate each LEP candidate onto a Train2Gain type qualification once commencing employment
· Monitor and evaluate each LEP client for up to two years

· Respond to employment issues as they arise

· Point of contact for buddy-related issues 

· Point of contact for line managers of LEP clients

· Co-ordinate the LEP Placement Scheme

· Collate case studies and statistical data 

· Facilitate LEP workshops, as required
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