
 

 

Job Description 
 

 

Job Title Employment Specialist (Individual Placement and Support) 

Operating 
Principles 

Change Grow Live has developed several operating principles that it 

believes are essential to providing effective and inspirational care 

and support for its service users. They should be viewed as 

overarching expectations for all roles at Change Grow Live. 

All staff will contribute to the ongoing development of an 

ambitious, inspirational and outcome focused culture at every level 

of service delivery. 

All roles will tangibly contribute to provide hope, empowerment, 

choices and opportunities that promote people reaching their full 

potential as individuals and community members. 

All service delivery will model the belief that we all have the 

potential to make positive changes and to lead meaningful and 

purposeful lives, as involved and contributing members of society. 

Purpose of Job You will manage a caseload of clients in structured treatment for 

drug and/ or alcohol use to assist them in securing sustainable paid 

employment in line with their preferences. You will deliver the 

Individual Placement and Support (IPS) approach (for which training 

will be given); providing person centered advice and guidance to 

clients, whilst building positive relationships with local employers to 

enable clients to move into suitable employment. 

You will work as part of a community drug and alcohol treatment 

service, maintaining positive and integrated relationships, fostering 

a holistic approach to recovery through employment. 
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Key Responsibilities: 

• Manage a caseload of around 25 clients in structured treatment for substance 

use who are motivated to start/return to work 

• Deliver the Individual Placement and Support (IPS) approach for which training 

will be given. 

• Meet and support clients to understand their key skills, aspirations, and 

goals through completing a Vocational Profile and produce an Action Plan to 

help them obtain and sustain competitive employment. This includes 

support with their job search, CV production, application forms, interview 

techniques and career development. 

• Assess client support needs related to work which may include benefits/welfare 

advice, disclosure of mental health symptoms etc., and provide support & 

guidance. 

• Attend weekly clinical team meetings as an embedded IPS practitioner. 

• Source job opportunities for clients through tailored job search and regular 

contact with local employers to explore hidden as well as advertised employment 

opportunities. 

• Provide education and support to employers, as agreed with the individual, 

which may include negotiating adjustments, return to work strategy and on- 

going contact with the employer to ensure job retention. 

• Build relationships with colleagues in clinical teams to engage and generate 

referrals and create collaborative working partnerships with clinical staff (promoting 

employment as a positive intervention in the recovery journey). 

• Once employment has been secured continue to provide quality service 

through conducting regular visits, effective monitoring and in-work support 

to clients and employers to help sustain employment. 

• To build and maintain employer relationships and maintain employer 

engagement database. 

• Arrange regular meetings with clients to monitor and review progress pre and 

post- employment. 

• Spend time getting to know local employers to negotiate job opportunities that meet 

everyone’s strengths, needs, abilities and preferences. 

• To challenge inequalities experienced by clients and address existing 

discrimination, whilst ensuring a process of learning for the organisation 

• Work with employers to promote the service, identify job opportunities and 

ensure appropriate strategies are in place to reduce barriers in the workplace – 

this can include exploring ‘job carving’ i.e. carving small slices of work from the 

duties other staff do not have time to do. 
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• To develop effective working relationships with a range of external agencies who 
can help individuals to achieve their employment goals. This may include local 

colleges and training 
providers. 

• To adhere to administrative and data capture protocols which record the 

progress of individuals, and to keep accurate and complete records of casework. 

• To work independently, reliably and deliver consistently to deliver effective IPS 
practice. 

• Ensure that effective monitoring and evaluation systems are adhered to and keep 

abreast of changing practice within vocational rehabilitation. 

• To co-produce service development with service users where possible. 

• To collect employment recovery stories from people accessing the service. 

• Ensure that all relevant policies are implemented such as information 

governance, safeguarding etc. 

• Partake in continuous learning about substance use and mental health 

conditions, their impact and how they can be managed and undertake 
mandatory training as required. 

• Work flexible hours as required 

 

Our commitment to you: 

CGL works within the following framework and requires all employees to do the 

same 

Equal Opportunities 

CGL are committed to creating an inclusive environment, which celebrates difference and 

allows our staff and service users to flourish. CGL are committed to promoting and 

ensuring anti- discriminatory practices through our organisational values, policies, and 

procedures, which we expect all staff to promote and adhere to. CGL expect all staff to 

challenge prejudice and discrimination, to support staff with this we offer robust 

supervision alongside training and development opportunities to continually improve 

equality, diversity, and inclusion practices. 

Vision 

CGL enables people to make the positive changes necessary to lead independent and 

purposeful lives and create safer, healthier communities. 
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Career Development and Progression 

CGL is committed to providing its staff with opportunities for personal and professional 

development. We provide an internal training and development programme and aim to 

keep all our people up to date with new legislation and trends in health and social care 

work, with specialist training provided as required. Where appropriate, staff undertake 

external training courses in line with their development needs. 

Safeguarding 

 
CGL are committed to ensuring the safeguarding and wellbeing of children and adults at 

risk, and all applicants will be required to demonstrate understanding of and 
commitment to best safeguarding practice 

Your commitment to CGL 

CGL Vision and Values 

Promoting and understanding the values and vision if CGL. To understand what it means to 
you in your respective role, to your team and to service delivery. 

Children and Adults at Risk 

Demonstrating an understanding of and commitment to best safeguarding practice. Making 
awareness of documentation and referral pathways at your service a priority and taking 

immediate and appropriate action as necessary. 

Boundaries and Behaviours 

Observing professional integrity in relationships with service users, peers, your team and 
other relevant professionals. 

Health & Safety 

Being responsible for your health and safety and that of colleagues and service users. 
Employees should co-operate with management and follow established systems of work. 

Equality, Diversity and Inclusion 

Being committed to helping to build an organisation that respects and values the diversity 
of all 

staff, making our services accessible and inclusive, regardless of an individual’s protected 
characteristic (age, disability, gender reassignment, marital or civil partnership status, 

pregnancy or maternity, race, religion or belief, sex and sexual orientation) recovery status 
or offending background. 
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Person Specification 

Essential and desirable requirements (E & D) for the role and assessing and testing the 

necessary level of competence required for this role. Please note - applicants are asked to 

evidence their ability to meet each aspect of the person specification below, e.g., by 

highlighting relevant key achievements and duties held within roles. 

 
Essential Desirable 

Education and 

Qualifications 

• Educated to degree level, or 

with equivalent relevant work 

experience. 

• Trained in IPS approach 

• Level 3 Diploma in 

Employability Services 

 or 
 • Sector Qualification 

• QCF in Advice & 

Guidance (Level 3) 

Experience • Experience/understanding of 

working with people with 

substance use support 

needs, or a similar client 

group within health, social 

services or the voluntary 

sector 

• Personal lived 

experience of recovery 

 

• Previous experience 

of delivering a service 

using the IPS model 

is a bonus 

 OR 
 

• Experience working in 

employment services 

supporting people to 

obtain or keep work 

• Proven experience of 

meeting and 

exceeding outcomes 

and targets 

 • Experience of working with 

someone on a one-to-one 

basis 

 

 • Experience of managing 

multiple tasks at any one 

time 

 

 • Experience of working 

assertively to influence 

decision makers. 

 



Page 6 03/05/2023  

 

 
Knowledge  

• An understanding of the 

employment needs, and 

challenges faced by people 

who experience labour 

market exclusion 

• Developing a knowledge of 

a broad range of 

occupations and jobs 

• Able to use IT and tools 

such as MS Word, 

PowerPoint and Excel 

 

• Knowledge of the 

benefits system and 

all disability/ 

employment related 

benefits 

Skills • Good motivational, communication and listening skills 

• Outstanding interpersonal skills and ability to build rapport with 

a range of people 

• Good organisational ability 

• Natural ability to build close, trusting and productive 

relationships with people 

• Team orientated and works collaboratively within a 

mixed- disciplinary team 

• Ability to work independently and use initiative to develop 

and promote a service 

Personal 

Qualities 

• Non-judgmental and trustworthy 

• Empathy with the needs of those with mental health 

support needs 

• Passion and drive to make a positive difference to people's lives 

• Highly motivated with a genuine belief that someone affected 

by drug and/or alcohol dependence can find paid 

employment 

The above is an outline of the post holder’s duties and responsibilities. It is 

not intended as an exhaustive list and may change from time to time to meet 

the changing needs of CGL. Any change 

will be made after a proper period of consultation. 

This post is subject to a Disclosure and Barring Service check at an enhanced level. 

(Applies to all roles where regulated activity is undertaken.) 

Staff will need to work flexibly across operational sites as required and to work flexibly 

within an agreed number of hours to maintain the most appropriate level of service 

provision. This may involve evening and weekend working 

 


