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Job DescriptionPRIVATE 

DESIGNATION


:
Skills Officer 
GRADE



:
8
POST NO



:
0915
DIRECTORATE


:
Chief Executive 
UNIT




:
Growth & Enterprise
RESPONSIBLE TO


:
Economy & Enterprise Manager
SUPERVISORY

RESPONSIBILITY FOR

:
No staff

LIAISON WITH


:
Senior Management Board, Operational Management Board, Chief Executive & Growth Director, Lead Members and officers of the City Council, neighbouring local authorities and Devon County Council, Employment & Skills Board, public and private organisations, training providers, Educational Institutions, public/private funding bodies and partners, key business leaders and the public.

PURPOSE OF JOB

Lead on and deliver projects related to developing the skills of young adults, residents of the city and the city’s workforce to improve productivity levels across the city and enable inclusive growth  

To lead on, develop, manage and monitor projects and initiatives to support the implementation of the Council’s economic development, knowledge economy, visitor and skills strategies
MAIN ACTIVITIES

1. Research, develop and implement a skills strategy for Exeter to ensure the city has the correct skills for current and future employments trends and demands and identifying skills gaps within Exeter 

2. In partnership with the wider business and academia community develop initiatives, projects and interventions to address the skills gap and to foresee future skills trends, applicable to Exeter 
3. Continuously monitor and provide reports on the progress of the Exeter Skills Strategy and on initiatives, projects and interventions managed
4. Work in partnership with the Employment & Skills Board in the delivery of the vision for the benefit of Exeter businesses and residents - ‘local world-class workforce where every individual matters’
5. Work with Exeter primary and secondary schools, and Exeter College in the development and delivery of enrichment programmes for students to increase skill levels, innovation and entrepreneurship within the city and to ensure they are work ready when leaving education
6. Work with the University of Exeter on the retention of skills and graduates within the city
7. Supporting the Director in the development and delivery of an inclusive growth agenda for Exeter 
8. Develop and implement activities which support the marketing and promotion of the City, related to the City Council’s Vision, Economic Development, Knowledge Economy, skills and youth Strategies
9. Set, manage and monitor budget income and expenditure related to projects and initiatives managed

10. Contribute to policy development relevant to the ongoing review of corporate priorities related to the delivery of the Council’s purposes
11. Contribute to developing and implementing economic development projects and initiatives which seek to maximise the benefit to the city arising out of local business needs, skills gaps and development, addressing unemployment and seeking inward investment
12. Investigate and apply for external funding to deliver the City Council’s Vision, Economic Development, knowledge economy and skills strategies

13. Actively seek business networking opportunities to promote and engage with external organisations and key employers to implement economic development, inward investment and skills projects and initiatives
14. Provide support for the City Council’s Key Employer and Ambassador Programme’s
15. Remain politically aware and display elements of discretion when responding to sensitive issues

16. As and when required work outside of normal office hours, including evenings and weekend
17. To undertake other such duties commensurate with the grading of this post which fall under the general purpose of the job
DATE LAST UPDATED:  August 2017 
