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Join our team.    
 
Context  
The Women Organisation is a social enterprise that has for over a quarter of a century been driving the transformation of the business support eco system to effectively support women who are starting and growing their own businesses in the Northwest of England, wider UK and across the globe. We are continually developing an innovative portfolio of professional business advice, learning, seminars, workshops, accredited training, incubation, and consultancy services to help our clients meet their business ambitions in a rapidly changing world. 
Our people are our greatest asset. We are currently expanding our diverse team of creative, ambitious, and talented people with a range of skills, knowledge, and aptitudes to meet our clients’ needs, both culturally and commercially. Come join a social business on to mission to build a more diverse, inclusive, and sustainable economy and world.     
 
Job Description  
Job Title: Positive Action Trainee Engagement Adviser   
Reporting to: Head of Marketing and Engagement
Salary Scale:  £18,300-19,500

Closing Date: Wednesday 10th November 12pm

Is this you?  

We are seeking a colleague for this new role that will care as much as we do about our client’s journey and experience. You will have started to gain some skills and experience perhaps in a customer service or community relationships environment and will be ready to soak in learning to take the next step in your career. 

This is an exciting opportunity for someone with an understanding or experience of the impact of racism, gender inequality or the medical model of disability to make a positive impact in our region. 
 
You will learn how to be the welcoming front door of The Women’s Organisation for women contacting us looking for help.  You will have natural empathy and be able to retain a vast range of information well.  We will help you to hone these skills to learn how to offer a diagnostic of needs and ability to signpost women into the right support for them.  

We are hoping to find someone passionate about making a difference who will help us to develop fresh approaches to reach out and engage with our clients, ensuring that women from all backgrounds and communities have the opportunity to connect with us.  

You will need to be a proactive individual with excellent verbal, written, listening, and information analysis skills.  

We are particularly (but not exclusively) interested in hearing from those who have working knowledge of the Halton community (though happy to hear from those willing to get to know the area).  Maybe you live in Halton or have previously worked there and so have an understanding of the community, the challenges and opportunities there. 

We know that creating a diverse workforce builds a stronger business and gives us better opportunity to reach all women in our community.  With that in mind we would especially like to invite those from a Black, Asian or Ethnic Minority background or those with a disability to put themselves forward for this opportunity to improve representation within our engagement team.




Key Aspects   
 
· Being the first point of contact for our clients via phone, email or at events
· To support our Client Relationships and Engagement Advisers to follow clients through their journey and offer ongoing support. 
· Becoming an expert, a font of wisdom and knowledge of The Women’s Organisation services to offer a meaningful diagnostic for clients, creating a holistic roadmap to access our services and other external services which reflects their needs. 
· Supporting Client Relationships and Engagement Advisers to develop partnerships, pathways and referral opportunities to enable women to take up The Women’s Organisation’s services.  
· Helping to develop creative ways of reaching out to and accessing women from diverse geographical, cultural, social and economic backgrounds and communities.   
·   Supporting the design, and execution of creative engagement events and activities to increase the visibility of the organisation and enable more women to access support.  
·   Constantly building your knowledge and expertise though the research of external enterprise, employment, and training services to facilitate effective brokerage to additional support that will enable our clients to navigate the local landscape of support.  
·    Learning how to support relationship management through updating CRM systems 
·   Ensuring that information and marketing materials about The Women’s Organisation’s and partner services are widely distributed in local areas, especially to groups who find it difficult to access services. 
·   Being an external representative of The Women’s Organisation including representing the organisation at community engagement events, public meetings and networking events as required 
· Maintaining a client focus whilst operating within internal and external requirements 
 
         Person Specification  
A Good Fit  
We are a looking for our new team member who shares our values, is technically proficient and experienced but also has the ambition to grow with us on our journey.   
  
· Good at building rapport and relationships
· Excellent customer service skills and a passion for community work
· Good communication skills and phone manner
· Good at retaining detailed information and decision making
· A thirst for learning and personal development
· Ability to research
· Competent in ICT, particularly outlook, word and excel
· Some understanding of using social media for promotion would be an advantage, though not essential
· Ability to meet deadlines, to act on own initiative, and operate effectively as part of a team. 
· Ability to respond to clients, colleagues and stakeholders needs through familiarisation with The Women’s Organisation operations with both empathy and professionalism. 
· Innovative, creative and flexible in approach and willing to undertake all tasks as necessary to ensure the smooth running of services. 
· An understanding of and commitment to The Women’s Organisation’s values and principles underpinning equal opportunities, and an ability to challenge appropriately in this area. 
· Committed to diversity and equality of opportunities 

We are an equal opportunity employer and value diversity in all areas of our businesses.  
This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility at the time of writing. 
 
Our Values  
WE ARE ACCESSIBLE 
We are here for all women – whatever their story – and we can appreciate the most complex of challenges. We celebrate diversity in every context, and are committed to helping women achieve their potential, no matter what their background or goals. 

WE ARE CREATIVE 
We continually evaluate and improve our own practices to respond to women’s needs. Whether we are tackling complex issues or more common universal ones, we employ innovation and imagination. If there is no obvious existing solution, we work and think creatively to find a new one. 

WE ARE LEADERS 
Pioneering new ideas, resources, programmes and connections makes us more effective. That’s why we are constantly pushing against the status quo and acting as a bold and forward-thinking voice that brings people together. 

WE ARE CHANGE-MAKERS 
We are absolutely committed to helping all women, and our focus is always on practical, positive outcomes. In other words, we get results. Whether we’re helping new businesses grow and thrive, inspiring improvements in legislation, or raising social awareness, our success lies in having a real and meaningful impact on individual women’s lives. 

WE ARE COLLABORATORS 
We foster co-operation between individuals and organisations, from the grassroots to the highest level of government, bringing credibility, professionalism, and enthusiasm to every partnership we undertake. 
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