
 

 
 

JOB DESCRIPTION 
EMPLOYMENT SUPPORT MANAGER 

 
Please note that, whilst the role of EMPLOYMENT SUPPORT MANAGER (ESM) is being 
offered by SCPA, in order to receive the training and support given by Christians Against 
Poverty (CAP), the application includes complying with their process.  Please read this 
document alongside the CAP JOB CLUB MANAGER job description. 

 

Introduction: Thanks to a generous benefactor, Suffolk Coastal Poverty Action (SCPA) 

currently has two years funding for a part-time - 20 hours per week - Employment Support 

Manager. The successful applicant, fully supported by a management team, will lead a team 

of volunteers to provide employment support services to those experiencing poverty. This 

will involve quite extensive one-to-one support for individuals as they are referred to SCPA 

as well as delivering a number of Job Clubs.  

The SCPA course will be based on the proven course training material provided by CAP with 

the aim of being effective, engaging and fun. The candidate will be responsible for 

customising this course so that it best meets the SCPA context. 

 

Typically, Job Clubs meet one morning a week for 8 weeks. Ideally each morning's 2-3 hour 

session, with refreshment break, is followed by a simple lunch provided by the hosting 

team/volunteers. The ESM will interview each client at least once, possibly twice during the 

course, to listen, understand the specific issues and concerns of clients, gauge progress and 

encourage. 

 

The ESM will also facilitate the provision of bespoke support where needed, for example, 

help with CV writing, or elements of the course, as appropriate, co-ordinating with other 

SCPA service leads where relevant (e.g. Money Coaching, Counselling) 

Online/hybrid courses may also be appropriate. 

The ESM, supported by the SCPA Manager, will be responsible for using their initiative to 

liaise with the Department of Work and Pensions (DWP) and other appropriate bodies to 

actively find clients that would benefit from attending the course. This is likely to involve 

periodic visits to DWP Job Plus Centres prior to running the course to talk to Job centre staff 

and to run clinic sessions for potential clients, explaining how SPCA delivers its course and 

supports participants.  



 

The ESM will have the following skills and abilities: 

People skills: good communication skills, be personable, approachable and able to engage 

with a wide range of people. Collaborate well with other members of the SCPA team. 

General Organisation & Administration Skills: IT literacy, able to plan and deliver the 

SCPA course with volunteers and work with various hosting organisations (i.e. DWP, 

churches etc). Book hosting appointments and work with the hospitality team & volunteers, 

maintain contact with clients who wish that, as appropriate. Oversee the collection of 

feedback and outcomes monitoring so as to understand better the ways in which the activity 

is effective.  

Compliance The candidate will be required to comply with SCPA’s Safeguarding, GDPR 

and other relevant policies. 

Presenting, Interviewing. The manager will present the course with other Employment 

Support team members and volunteers, Job Club coaches using MS Power Point, flip charts 

and other media. 

 

Training. Training for CAP Job Clubs (the basis of the course that SCPA will offer) will be 

provided by CAP-UK and is online, It is approximately 40 hours and most of it is pre-

recorded and can be done anytime within that window - 3/11/25 - 28/11/25. In addition, 

SCPA has a range of bespoke training activities which the candidate will be expected to 

undertake. 

 

Terms of Employment 
The sponsoring church associated with SCPA is SKC Church in Saxmundham. 
This is offered as a paid position  
Salary - REAL Living Wage, currently £12.60 per hour but reviewed every year at year-end. 
Hours - 20 per week expected 
Pension - 8% employer contribution 
Holiday entitlement- 6 weeks (plus 1.6 weeks for Bank Holidays) pro rata (i.e. 152 hours per 
annum, taken at the discretion of the candidate) 

Genuine Occupational Requirement (GOR) There is a GOR that this role will be filled by 
someone with an active Christian faith. 
 

Applications: 
Please submit an application in writing with your reasons for applying, a summary of your 
career to date and any relevant experience. Please include the details of 2 references, one 
of which should if possible be your most recent employer. A reference will also be required 
from your current Church leader. They will be approached if an offer is made by SCPA. The 
appointment is initially offered by SCPA and then the applicant will need to complete an 
Application Form for CAP-UK. The successful applicant will need to have a current 
Enhanced DBS Certificate and will be expected to complete a Church of England 
Safeguarding Course. Applications should be emailed to recruitment@scpa.uk  

Further information can be obtained from Laura Knight, the Centre Manager – 
laura.knight@scpa.uk (telephone 07942 359865) 


