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JOB DESCRIPTION

Job Title
: Disability Employment Coach
Reports to
:
Advocacy Training & Employment Coordinator 
Responsible for
: Supporting disabled people participating in CHOICE's employment and training programmes.
Hours 
: 10-12 hours per week, part-time (depending on experience)
Grade / Salary
:
£37,037 per annum for 35-hours per week


Pro rata £10,582-£12,698 per annum for 10-12 hours per week  



Pension at 3%

Contract
:
Fixed term – 5-years (ending July 2031)
Our Commitment to Disabled Applicants: 

CHOICE IN HACKNEY is a Disabled People's Organisation committed to the Social Model of Disability. We actively welcome applications from disabled people and value the skills, experience and perspectives they bring to our organisation.

We are committed to making our recruitment process accessible. If you require any reasonable adjustments at any stage of the recruitment process, or if you would like this information in an alternative format, please contact us and we will be happy to discuss your requirements.

We encourage applications from disabled people and from people with lived experience who share our commitment to equality, inclusion and independent living.
MAIN PURPOSE:

1. To provide one-to-one employment coaching and guidance to disabled people seeking work, volunteering, education or training.
2. To support disabled people to identify their strengths, aspirations and employment goals, and develop realistic action plans.
3. To help participants overcome barriers to employment through practical coaching, guidance and signposting.
4. To plan, organise and deliver CHOICE's Job Club alongside colleagues and volunteers.
5. To work with employers, training providers and partner organisations to create employment opportunities for disabled people.
6. To support disabled people to develop self-employment and entrepreneurship opportunities, and promote sustainable employment and job retention 
7. To maintain ongoing engagement with programme alumni, and monitor participants' longer-term employment outcomes.
8. To monitor participant progress during and after the programme, contribute to project evaluation and funding outcomes, and support the development of an active alumni network that promotes sustainable employment, entrepreneurship and ongoing peer support.
DUTIES:

To: 
1. Provide one-to-one employment coaching and guidance to disabled people, helping them identify their strengths, aspirations and employment goals.
2. Work with participants to develop personalised action plans that support progression into employment, volunteering, education or training.

3. Help participants identify and overcome barriers to employment through practical coaching, encouragement and problem-solving.
4. Support participants with job searching, CV writing, application forms, personal statements and interview preparation.
5. Provide advice on workplace adjustments, disability disclosure, Access to Work and other employment-related support.
6. Signpost participants to appropriate specialist services including training providers, welfare advice, health services and community organisations.
7. Assist with the planning, organisation and delivery of CHOICE's Job Club, ensuring sessions are engaging, accessible and responsive to participants' needs.
8. Encourage peer learning, confidence building and mutual support within group sessions.
9. Develop positive relationships with employers, recruitment agencies, training providers and other partners to create opportunities for disabled people.
10. Promote inclusive employment practices and encourage employers to recruit and retain disabled people.
11. Support participants to access volunteering, work experience, apprenticeships and paid employment opportunities.
12. Encourage and support participants to explore self-employment, social enterprise and entrepreneurship as viable pathways into sustainable work, including signposting to specialist business support and enterprise programmes.

13. Provide in-work support to participants and employers, where appropriate, to promote job retention, successful workplace integration and career progression.

14. Maintain regular contact with former participants to monitor their progress beyond completion of the programme, recording longer-term employment, training and wellbeing outcomes to demonstrate project impact.

15. Assist in the planning, promotion and delivery of a monthly alumni programme, providing a Job Club, peer support network, mentoring opportunities and employer engagement activities to help participants sustain employment and continue their career development.
16. Work collaboratively with CHOICE colleagues, volunteers and partner organisations to provide coordinated support.
17. Maintain accurate and confidential participant records using CHOICE's databases and recording systems.
18. Monitor participant progress, record outcomes and contribute to project monitoring, evaluation and funding reports.
19. Collect participant feedback and contribute to the continuous improvement of employment support services.
20. Keep up to date with employment legislation, labour market developments, disability employment initiatives and best practice.
21. Promote CHOICE's employment, training and volunteering services to disabled people and partner organisations.
22. Attend supervision, appraisal, team meetings and relevant training to support continuous professional development.
23. Comply with CHOICE's policies and procedures, including Safeguarding, Health & Safety, Equality, Diversity and Inclusion, Confidentiality and GDPR.
24. Promote the Social Model of Disability and person-centred approaches in all aspects of the role.
25. Work flexibly across CHOICE's Training & Employment projects to meet changing organisational priorities.
26. Work as an active member of the CHOICE team, contributing to organisational objectives and service development.
27. Undertake any other duties commensurate with the post as directed by the Advocacy Training & Employment Coordinator and/or Chief Executive Officer.
NB: These duties will be regularly reviewed by the Chief Executive Officer with the post holder and are likely to change as the work of the project continues to develop. 
DISABILITY EMPLOYMENT COACH 
For CHOICE IN HACKNEY’s

CHOICES INTO WORK PROJECT

(Part of the Training & Employment Department)

PERSON SPECIFICATION:

Essential requirements:

Experience of:

1. Experience of supporting disabled people into employment, education or training.
2. Experience of employment coaching, careers guidance, employability support or vocational rehabilitation.
3. Experience of delivering one-to-one coaching.
4. Experience of delivering workshops or group sessions.
5. Experience of supporting vulnerable people.
6. Experience of partnership working with employers or community organisations.
Skills, Abilities and Knowledge  
1. Excellent coaching and motivational skills.

2. Excellent communication and interpersonal skills.

3. Good understanding of disability and barriers to employment.

4. Knowledge of reasonable adjustments and inclusive employment practices.

5. Knowledge of recruitment and selection processes.

6. Ability to support people with CV writing, applications and interview preparation.

7. Good organisational skills.

8. Ability to motivate people who have experienced setbacks or long-term unemployment.

9. Good IT skills including Microsoft Office and online job search platforms.

10. Ability to maintain accurate records and reports.

11. Ability to work independently and as part of a team.

12. Understanding of safeguarding and confidentiality.
Commitments
13. Commitment to, and understanding of, the Social Model of Disability. 

14. Commitment to, and understanding of Equal Opportunities. 

15. Enthusiastic and positive attitude to work and commitment to the ethos of CHOICE IN HACKNEY.

Other

16. Willingness to attend some evening and weekend meetings.

17. Willingness to carry out outreach including home visits as and when necessary.
Desirable Requirements: 
18. Experience of working within the voluntary or community sector. 
19. Experience of supporting funded projects. 
20. Knowledge of safeguarding procedures. 
21. Experience of supporting social media or website administration.
 ADVOCACY MENTOR IN HATE CRIME
For CHOICE IN HACKNEY

APPLICATION FORM

Please return to paul.salt@choiceinhackney.org by 12.00noon on Monday the 7th September 2026. 

A. Personal Information
Mr       (
Mrs     
(   Surname…………………………………………………………...

Ms      
(
Miss   
(   Forename(s) ……………………………………………………...

Other  
(   

Address………………………………………………………………………...

……………...…………………………………………………………………...

…………………...……………………………………………………………...  

Postcode. ………………………………………………………………………

Tel No. (Day)……………………………………………………………………

Tel No. (Evening)………………………………………………………………

Mobile No:………………………………………………………………………

Email address:…………………………………………………………………

Date of birth………………………………………………………………………
B.   EDUCATION AND TRAINING

(i) Schools                               Dates                         Qualifications
………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

(ii) Colleges/Universities        Dates                          Qualifications

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

(iii) Other relevant training      Dates                           Qualifications

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………

………………………………………………………………………………      

C. Employment History (Please commence with most recent employer continuing on a separate sheet if necessary).

	Dates 

from-to
	Name and address of employer
	Job title and duties relevant to this post
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Current notice required………………………………………………

D.   REFERENCES

Please give the names and addresses of two people who are able to provide a reference for you for this post.  One of your referees should be your current or most recent employer.  We will not contact your present employer without your consent. 

First reference:

Name…………………………………………………………………...

Position…………………………………………………………………

Organisation…………………………………………………………...

Address………………………………………………………………...

 ………………………………………………………………………….

Tel No……………………………………………….………………….

Email …………………………………………………………………...

Can we contact this referee before the interview? Y/N

Second reference:

Name…………………………………………………………………...

Position …………………………………………………………………

Organisation......................................................................................

Address ………………………………………………………………...

 …………………………………………………………………………..

Tel No…………………………………………………………………...

Email.……………………………………………………………………

Can we contact this referee before the interview? Y/N

E.
ACCESS NEEDS

We will only use this information to make reasonable adjustments. 

Do you have a disability: YES (        NO  (
If YES please give details

………………………………………………………………………………

………………………………………………………………………………

What adjustments (if any) need to be made at the interview and to the working environment to accommodate your disability?

………………………………………………………………………………

………….……………………………………………………………………

………………………………………………………………………………

F. LEISURE - Please note any sports, hobbies, pastimes etc.:

………………………………………………………………………………

………….……………………………………………………………………

………………………………………………………………………………

G. DETAILS OF CRIMINAL CONVINCTIONS 

Because of the sensitive nature of the role, we require you to disclose criminal convictions, including those which are ‘spent’.  This is necessary to protect the vulnerable people we work with and will be kept confidentially and then destroyed once a decision is made.  If you have answered ‘yes’ to any question, we will ask you about it at your interview but it will not necessarily prevent you from working with CHOICE.  If you are accepted at interview we will carry out an enhanced Disclosure and Barring Service (DBS) check with your consent.

Have you ever been convicted of a criminal offence?

Yes /
No

Have you ever received a formal police caution?     

Yes /
No

Are there any matters pending which may result 

in a criminal conviction?





Yes / No

H. SUPPORTING STATEMENT 

Please use the Person Specification as a prompt to describe your track record, skills, competencies and qualifications that make you suitable for this job.  These may have been gained from your work involvement, any voluntary or community work or any other organisation you may have been involved with.   You should ensure that any information submitted reflects your knowledge relating to the competencies that are detailed in the Person Specification.

Continued overleaf

H. SUPPORTING STATEMENT continued 

Please continue on a separate sheet if necessary

I.  DATA PROTECTION NOTIFICATION:
(Please read this carefully before signing this application)

The information you have provided in completing this application form will be used to process your application for employment. CHOICE IN HACKNEY will keep the information you have supplied confidential and will not divulge it to third parties, except where required by law, or where we have retained the services of a third party representative to act on your/our behalf.

I understand that I have the right to see any data held about me, make corrections to any inaccuracies and withdraw my consent at any time.  

AUTHORISATION: I have read the Data Protection notification and understand and agree to the use of my personal data in accordance with the General Data Protection Regulation (GDPR) (EU) 2016/679.  
Print name
: ……………………………………………………………….   

Signed
: ……………………………………………………………….   

Date

: ……………………………………………………………….   

J. 

I confirm that the above information is correct and that any false or misleading information will give my employer the right to terminate any employment contract offered.

Signed
: ……………………………………………………………….   

Date

: ……………………………………………………………….   

K. 


I also confirm that I am legally entitled to work in the United Kingdom and if interviewed will produce one or more of the documents listed on the Direct Gov website, which can be accessed from the link below:

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/441957/employers_guide_to_acceptable_right_to_work_documents_v5.pdf
Signed ........................................................   
Date...........................

DECLARATION

I declare that to the best of my knowledge the information given on this application is true and correct.

Signed:………………………………………
Date: ………………….
Please return to paul.salt@choiceinhackney.org by 12.00noon on Monday the 7th September 2026. 

CHOICE IN HACKNEY

MONITORING FORM

The information on this form is for monitoring purposes only and will be kept separate from your application. It is entirely confidential.

Post applied for: ……………………………     Date:……………………….

ADVERTISING:

Where did you find the advertisement for this post?

……………………………………………………………………………..

EQUAL OPPORTUNITIES, EQUALITY AND DIVERSITY:  

Do you consider yourself to have a disability?

YES/NO

How would you describe your ethnicity?

……………………………………………………………………………..

What is your gender identity? 

Female
(

Female to Male transgender 
(
Male 
(

Male to Female transgender
(
How would you describe your religion/belief?

None
   
Christianity 

Judaism


Buddhism 

Islam 

(
Hinduism
(
Sikhism
(
Other

(
 

What is your sexual orientation? 

Heterosexual 
(
Bi-sexual
(  
Gay 
(
Lesbian  
(


Thank you for completing this form. Please return it to us with your application.

Equal Opportunities, Equality and Diversity Policy

1. 
General Statement:

1.1. 
CHOICE IN HACKNEY (CHOICE) is committed to achieving equal opportunities in employment and the service it provides. No user of CHOICE's services, employee, volunteer or job applicant should receive less favourable treatment because of: 



age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, marriage and civil partnership and pregnancy and maternity, or any other criterion not relevant to the point at issue.

1.2. 
As an employer and provider of a service to the community, CHOICE accepts the responsibility to promote equal opportunities and challenge discrimination wherever it occurs. This document sets out the main consequences of this commitment and the action to be taken in order to achieve equal opportunities.

1.3.
It is the responsibility of all staff, volunteers and service users to ensure that no other service user, volunteer or employee receives less favourable treatment than any other on the grounds stated in point 1.1 of this policy.

1.4. 
CHOICE recognises that some clients and users of its services may, because of their condition (i.e. past or present distress), say or do things which would otherwise be unacceptable and incompatible with CHOICE's Equal Opportunities Policy.  CHOICE will do all it can to challenge such behaviour. In cases where intervention is possible an approach will be adopted which aims to alter attitudes and behaviour while maintaining support for the distressed client.

2. 
Responsibility:

2.1.
The Board of Trustees of CHOICE has overall responsibility for the effective operation of this policy. However, all employees, volunteers and service users have a duty as part of their involvement with CHOICE to do everything they can to ensure that the policy works in practice.

2.2. 
CHOICE will bring to the attention of all employees, job applicants, volunteers and service users the existence of this policy, and will provide such training as is necessary to ensure that the policy is effective and that everyone is aware of it. Reference to the policy should be included in contract documents with outside agencies.

2.3. 
Those responsible for recruiting volunteers to engage in CHOICE projects are responsible for ensuring that they are aware of CHOICE's Equal Opportunities Policy and adhere to it while engaging as CHOICE volunteers.

3. 
Positive Action:

3.1. 
CHOICE believes that passive support for equal opportunities is not enough and that positive steps shall be taken. CHOICE is committed to:

i) 
Recognising and developing potential which has not been used before because of past discrimination and disadvantage.

ii) 
Encouraging access and applications from under-represented groups.

3.2. 
Every effort will be made to ensure that the services offered by CHOICE reflects the composition of the community it serves and will monitor details of service user statistics by gender, age, ethnicity and impairment.

4. 
Dealing with Complaints:

4.1. 
If any service user, volunteer or employee feels that they have been, or are being discriminated against, in any way, they are entitled to pursue the matter with either:

i) their line manager in the case of staff; 

ii) 
the manager/co-ordinator of the project where the alleged discrimination occurred.

4.2. 
All instances or complaints of discriminatory behaviour will be treated seriously.

4.3. 
Complaints or allegations of an unfounded or malicious nature will also be treated as serious and may involve using the disciplinary procedure.

5. 
Recruitment:

5.1. 
All job vacancies will be advertised externally as well as internally to encourage service users and volunteers to apply.

5.2. 
CHOICE will ensure that job descriptions, person specifications and application forms reflect only the requirements of the job and do not imply any other stereotyping.

5.3. 
All advertisements will state that CHOICE is seeking to be an effective equal opportunities employer. A copy of CHOICE's Equal Opportunities Statement will form part of all application packs.

5.4. 
CHOICE will take positive steps to redress imbalances in its work force.

5.5. 
Where CHOICE proposes to use temporary staff it will, where possible, employ someone local/community members/volunteers in the hope that they may then be found long-term jobs in CHOICE.

5.6. 
Application forms will make it clear that life experience as well as formal qualifications and work experience is valid.

5.7. 
In the interests of operating an effective Equal Opportunities Policy, CHOICE will monitor certain information about job applicants. All such information will be treated as confidential and will be clearly separated from all processes concerned with the selection of staff.

6. 
Training Opportunities:

6.1. 
Subject to the requirements of doing their job employees will be encouraged to go on courses relevant to their present job or personal development.

6.2. 
Training courses will be non-residential and in working hours whenever possible.

6.3. 
It is the responsibility of every individual member of staff to participate in equal opportunities training that is provided.

7. 
Working conditions:


7.1 
Access for Disabled People 

CHOICE will strive to ensure, as far as is practicable, that all its premises and services are accessible to disabled people. It is CHOICE's aim to provide access when funds permit.  When considering new premises, every effort will be made to ensure such premises are fully accessible.

7.2. 
Flexible Hours and Job Sharing
Working hours and arrangements will, whenever possible, be flexible for both full and part-time employees with no qualifying length of service, to facilitate the caring for children and other dependants. Requests for job sharing or part-time working to meet employees' needs for shorter hours will be sympathetically considered, subject to operational requirements.

7.3. 
Pregnancy, Antenatal and Parenting 

CHOICE recognises the need for the above-mentioned and will comply with statutory requirements.

8. 
Use of Language:

8.1. 
Staff, volunteers and service users will avoid and challenge the use of language which, in any way, belittles:

i) 
disabled people 

ii) 
any race, culture, belief or religion

iii) 
a person's sexual orientation

iv) 
women, men or individuals who have undergone gender reassignment 

v) 
a person’s age

vi)
people who are married or within a civil partnership

vii)
pregnant women 

8.2. 
Where the language used has a personal impact on others, and it has been made clear to the person concerned that their use of such language is unwelcome and/or offensive, disciplinary action may be taken if they persist with it.

8.3. All materials used or developed by CHOICE will be judged in the light of the promotion of equal opportunities, and those considered to be discriminatory will not be used.
9. 
Sexual Harassment:

9.1. 
No member of staff, volunteer or service user should be subject to sexual harassment.

9.2. This is interpreted as unwanted behaviour of a sexual nature including:

i) 
verbal sexual abuse

ii) 
physical contact

iii) 
repeated remarks which an individual finds offensive.

9.3. 
If it has been made clear to the person concerned that their behaviour is unwelcome and they persist with it, then the service user, volunteer or employee who is the recipient of the behaviour will be entitled to make a formal complaint.

10. 
Monitoring of Policy:

10.1
The Chief Executive Officer will have the role of advising, informing and consulting with management, staff and service users in order to progress and improve equal opportunities within CHOICE.

10.2
 S/he will report on CHOICE's equal opportunities progress, development and practice and make an annual report to CHOICE’s Board of Trustees. 
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