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How to use this document

Getting around the document

We recommend that readers use this document on-screen as much as possible. There are several reasons for this:

When evaluating a post against multiple possible roles the reader will need to refer to several parts of the document at the same time and to help with this numerous links have been built in to navigate around the document; and

Given the length of the document readers will want to consider the environment before printing.

Where to find roles
All roles are organised into major groups. A full index of all the items is available here.

Introduction

Classifying the job roles involved in the provision of services is a powerful aid to planning, managing and monitoring the use of human resources. In the past role classification has been lead by either the Standard Occupational Classification (SOC 2000) or individual sector role codes. Up to now, there has been no satisfactory and generally accepted way of classifying job roles across multiple sectors and there has been a distinct lack of coherence and harmonisation between different classifications and collections.

The starting place for any classification system of job roles should be the most recent version of the UK national occupational classification SOC 2000, due to be revised in 2010. It is not possible to use SOC 2000 directly for a number of reasons, including:

· Insufficient detail (Teaching Assistant, Higher Level Teaching Assistant and Minority Ethnic Support workers would all be 6124 Educational Assistant)

· Redundant codes (due to its generic nature SOC 2000 has many codes that are redundant to the sectors covered by these standards, for example 3441 Sports players, 6221 Hairdressers, etc)

LGA, DCSF and partners began the creation of a job role code set over three years ago due to overwhelming demand from the sector. We began by identifying existing classification that apply to the workforce be they from pay negotiating groups (e.g. Soulbury includes Education Psychologist, Education Officer, etc.), specific collections (School Workforce Census contains Teaching Assistant, Bursar, Caretaker, etc.), or existing knowledge based on service provision (Housing officers are not specifically covered by either collection or pay board but they definitely exist in large numbers). .

A working group was formed to help identify priority areas, and following a number of individual and group meetings with the project manager an initial list was identified. This was sent out for consultation and has since been modified to take account of feedback. 

This job role classification is designed to be applicable to all roles performed by economically active persons in the provision of any services that are, at least in part, the responsibility of local government. For example, any role within children’s services, whether or not they are employed by the local authority, health, a children’s charity, etc, should be covered by this classification. NB: The classification does not currently cover fire services although discussions are ongoing about the inclusion of these roles. 
This list is being proposed as the main job role classification for all workforce collections, and it is intended that any workforce surveys run by partners will use the classification as the basis for collection of workforce information.

Guidance Documentation

This guidance is being published to enable operational users in research, statistical and client-oriented applications to use the job role coding in as consistent a way as possible and to enable users of any resulting data to understand the classificatory principles and coding practices according to which those data are produced. The guidance consists of three elements:

The remainder of this volume (volume 1) comprises the following sections:

· Section 1 gives a brief account of some important principles, concepts and conventions according to which this role guidance has been developed. 

· Section 2 sets out the detailed structure of the classification in the form of a role code index. 

· Section 3 gives a description of each of the roles and lists tasks which persons classified to the role typically carry out and common job titles which should be classified to the role. NB: At the time of publication only 92 of the 175 job roles have profiles provided.

Volume 2 is a searchable alphabetical index of job titles, giving the most likely job role to which each is assigned. This is designed for use in coding occupations.

Volume 3 provides mapping details between the job roles detailed here and the classifications used in major workforce collections, including the School Workforce Census and the National Minimum Dataset for Social Care. 

1. Principles and Concepts

1.1 Triangular classification of role

Before discussing how job role itself is defined it is useful to set the context of how we see this data being used with other concepts to build an accurate picture of what a particular role is actually doing towards provision of a service. 

Taken in isolation, the job role code will sometimes be fairly uninformative about what part that role plays in service provision. For example, administrative officer/assistant gives no indication about where the role might be placed organisationally and therefore what experience that role might require. To build up a more complex, and ultimately useful, picture of the role, details about the organisational location of the role are required.

These are provided by reference to the service area and service type data items. Service area provides a high-level description of service area (e.g. educational and children’s services, housing, environmental, etc.). Service type is intended as a detailed categorisation of the types of service that an organisation can offer (child protection, homelessness, trading standards, etc.) although at the time of publication this item is still being developed. 
We envisage that to build a useful picture of the role that a particular post undertakes an organisation would need to complete (at least) these three data items:

1. Job Role

2. Service Area

3. Service Type

They might be other data items that an organisation might usefully add to these (including service provision unit type and nature of relationship (with service provider)) but the three data items detailed here should be considered the minimum required for workforce planning. 

For example, while administrative officer/assistant does not provide much information on a role’s impact on service provision, if you combine that with data on service area (e.g. education and children's services) and service type (e.g. Finance), it provides enough detail to understand the role’s impact on the service’s the organisation provides. 

While we envisage that most jobs would have only one job role code, it would also be possibly for organisations to apply more than one job role to a particular post (likely in the form of primary and secondary roles). It should also be noted that while a post should generally have only one role, and person can hold more than one post within an organisation. 

1.2 Skill level and specialisation

Job roles are usually structured by employers and others, including professional bodies, employer and/or worker organisations and government departments, may regulate their definition. Most jobs are recognised primarily by the associated job title, although this is not always the case.

The job roles contained in this classification are classified into groups according to the concept of ‘skill level’ and ‘skill specialisation’. As in SOC 2000, skill level is defined with respect to the

‘…duration of training and/or work experience recognised in the field of employment concerned as being normally required to pursue the occupation competently’. (SOC 2000, Vol 1, p. 14)

Skill specialisation is defined as the field of knowledge required for competent, thorough and efficient conduct of the tasks. In some areas it can also refer to the client group for whom the service is provided (traveller support, minority ethnic support worker, etc.). 

As specified in SOC 2000, skill levels are approximated by the length of time deemed necessary for a person to become fully competent in the performance of the tasks associated with a role. This, in turn, is a function of the time taken to gain necessary formal qualifications or the required amount of work-based training. Apart from formal training and qualifications, some tasks require varying types of experience, possibly in other tasks, for competence to be acquired. 

Within the broad structure of this classification reference can be made to these four skill levels:

1. The first skill level equates with the competence associated with a general education, usually acquired by the time a person completes his/her compulsory education and signalled via a satisfactory set of school-leaving examination grades. Competent performance of jobs classified at this level will also involve knowledge of appropriate health and safety regulations and may require short periods of work-related training. Examples of roles defined at this skill level include security guards, cleaners and catering assistants.

2. The second skill level covers a large group of roles, all of which require the knowledge provided via a good general education as for occupations at the first skill level, but which typically have a longer period of work-related training or work experience. Roles classified at this level include driving roles, caring roles, and clerical and secretarial roles. 

3. The third skill level applies to roles that normally require a body of knowledge associated with a period of post-compulsory education but not to degree level. A number of technical occupations fall into this category, as do a variety of skilled trades. In the latter case, educational qualifications at sub-degree level or a lengthy period of vocational training may not be a necessary prerequisite for competent performance of tasks, but a significant period of work experience is typical. Examples of roles defined at this skill level include plumbers, cooks, and technicians.

4. The fourth skill level relates to what are termed ‘professional’ and managerial roles. Roles at this level normally require a degree or equivalent period of relevant work experience. Examples of roles defined at this skill level include teachers, social workers, and legal professionals.

Table 1 lists the skill levels of each major group in the classification. The major groups of this classification combine the fourth and third skill levels. This was done as the major groupings were related to skill specialisation more than skill level (as opposed to SOC 2000 which has both major and sub-major groups). Each individual code within the classification will still link to only one of the four levels identified above. 

Table 1: Skill levels of the job role classification

	Skill Level
	Code
	Major Group

	Level 3 and 4
	A
	Managerial Roles

	
	B
	Elected/ Nominated Officials

	
	C
	Business Professionals and Associate Professionals

	
	D
	Health and Social Welfare Professionals and Associate Professionals

	
	E
	Child Welfare Professionals and Associate Professionals

	
	F
	Teaching Professionals

	
	G
	Education Professionals

	
	H
	Science and Technology Professionals and Associate Professionals

	
	J
	Public Service Professionals and Associate Professionals

	
	K
	Other Professional, Associate Professional and Technical Roles

	
	Q
	Skilled Trade Roles

	Level 2
	R
	Construction and Transport Roles

	
	S
	Other Skilled Trade, Construction and Transport Roles

	
	L
	Administrative, Secretarial and Customer Service Roles

	
	M
	Care and Support Services Personal Service Roles

	
	N
	Education Personal Service Roles

	
	P
	Leisure and Miscellaneous Personal Service Roles


	Elementary Service Roles


1.3 Structure of the classification

SOC2000 has nine major groups, 25 sub-major groups, 81 minor groups and 353 unit groups. This structure was deemed to be too complex for the purposes of this role classification, however, it was agreed that a direct mapping to SOC 2000 codes would be useful, as would the general hierarchical model. 

As such this classification has six major groups (three of these groups combine two SOC 2000 major groups), 23 minor groups and 175 unit groups.

The major group structure is a set of broad occupational categories which are designed to be useful in bringing together unit groups which are similar in terms of the qualifications, training, skills and experience commonly associated with the competent performance of work tasks. Table 2 shows the six major groups of this classification, defined in terms of the general nature of the qualifications, training and experience associated with competent performance of tasks in the roles classified within each major group. Figure 1 provides a graphical representation of the structure of the job role classification.

Table 2: General nature of Qualifications, Training and Experience for Roles in Major Groups

	Major Group
	Nature of Qualifications, Training and Experience for Roles in the Major Group

	Managers and Senior Officials
	A significant amount of knowledge and experience of the processes and service requirements associated with the efficient functioning of organisations and businesses.

	Professional, Associate Professional and Technical Roles
	Professional roles often require a degree or equivalent qualification, with some roles requiring postgraduate qualifications and/or a formal period of experience-related training. 

Associate professional and technical roles require an associated high-level vocational qualification, often involving a substantial period of full-time training or further study. Some additional task-related training is usually provided through a formal period of induction.

	Administrative, Secretarial and Customer Service Roles
	A good standard of general education. Certain occupations will require further additional vocational training to a well defined standard (e.g. typing or shorthand).

	Skilled Trades, Construction and Transport Roles
	Skilled trades require a substantial period of training, often provided by means of a work-based training programme. 

Construction and transport roles require the knowledge and experience necessary to operate vehicles and other industrial machinery. Most roles in this group will specify a minimum standard of competence that must be attained for satisfactory performance of the associated tasks and will have an associated period of formal experience-related training.

	Personal Service Roles
	A good standard of general education. Certain occupations will require further additional vocational training, often provided by means of a work-based training programme.

	Elementary Service Roles 
	Roles classified at this level will usually require a minimum general level of education (i.e. that which is provided by the end of the period of compulsory education). Some occupations at this level will also have short periods of work-related training in areas such as health and safety, food hygiene, and customer service requirements.


Figure 1: Role Code Structure
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1.4 Job role hierarchy

The Person Job Role code set is an example of a hierarchical code set. The Person Job Role standard defines:
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A) a single point, representing the data concept (e.g. a person performing a role)
B) a standard categorisation (the job role code)
C) an agreed hierarchy (how that role relates to other roles and concepts)
Level B, the ‘leaf nodes’ of the hierarchy, contains the entries that most people would consider to be the code-set, job roles such as Head Teacher, Nurse, Social Worker, etc.
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The agreed hierarchy represents a standard grouping of the data concept, at levels of granularity that make sense to the business. This means that for Analysis purposes, any value at the lowest level is always grouped or aggregated in the same way. So, for example, if you were undertaking analysis of professional roles this would always include social workers, teachers, etc. and exclude cleaners, community drivers, etc. 
Notice that it is not necessary for the hierarchy to be to the same depth at all points.
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In contrast to Analysis, the process of searching for and identifying the correct leaf-node is equivalent to navigating the hierarchy from top to bottom. This process is known as Discovery. Since applications and users vary, it may be necessary for the purposes of Discovery to create additional links between levels of the hierarchy, so that it can be navigated in more than one way.  It may even make sense to allow users to search and go directly to an entry. The code set then becomes poly-hierarchic.

[image: image5.png]PersonJob Role

alternative hierarchy
introduced fora
specific application




It is even permissible for the purposes of Discovery to introduce alternative hierarchies. Both the routes below are reasonable routes, in principle, for someone to ‘discover’ the entry for Education Welfare Officer. Only the first uses the standard hierarchy:


Professional Role --> Child Welfare  --> Education Welfare Officer


ESCS Sector -->  Education -->  Support Roles -- > Education Welfare Officer
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It is permissible for some applications or domains to extend some of the level B leaf-nodes to a more granular level, provided

a) any lower level node maps to one and only one of the standard, level B nodes, and

b) it is understood that analysis at levels more granular than level B is only possible within the application or domain, and not when comparing with other data sets based on the standard.

In the above diagram, the shaded area D identifies all of the codes that could be used in a particular application or domain.

An example of this might be an application that needs to categorise Nurses into midwives, staff nurses, school nurses, psychiatric nurses and so on.

1.5 Managerial roles

During the revision of the UK standard occupational classification, the Warwick Institute for Employment Research (IER) put forward proposal to redefine and reclassify managerial occupations in SOC 2010. The predominant reason for this was that evidence suggested that the UK was classifying far more managerial occupations than our European or American counterparts. 

“For example, an international comparison of occupational structures in 2003 (European Commission, 2004) indicates that the proportions of employment in ISCO 1988 Major Group 1 in nearly all EU countries and the US show a deviation from the EU average of +/- 2.5 percentage points. However, the UK and Ireland stand out by showing a deviation of +6 percentage points from the EU average. Given the strong similarities between the UK economy, many EU partners and the US, it is unlikely that this reflects major differences in the organisation and structure of work in the UK and most probably relates to the classification methods and procedures embodied within occupational data classified to SOC 2000 Major Group 1.”

The ONS and IER have specifically redesigned how managerial occupations are captured within SOC 2010 and we hope to reflect this work within the role code. The role codes have maintained comparability at the major group aggregate level and we feel that maintaining this comparability in terms of managerial occupations is important to the usefulness of this code set.

There are seemingly two main reasons that the UK appear to classify more jobs as ‘manager’ than other countries. The first is that the UK tends to be less stringent about the title of manager – often applying it to post that in other countries would be seen as supervisory roles (which should be assigned to the role relating to the work they are supervising) or more administrative roles. The second is that the title is often used in the UK to refer to the management of a specific number of tasks or activities rather than the more strategic/staff-orientated managerial functions that define managerial roles in other countries. 

The authors of ISCO 88 provided the following note to clarify the classification of professionals, technicians and associate professionals who may have some managerial or supervisory aspects to their role:

‘If the main tasks...[of the job]...require the operational application of specific professional knowledge or a particular technical skill, then the job belongs in a different sub-major group. If, however, professional knowledge or technical skills serve only as a basis for managerial tasks, then the job belongs in…[the managerial]…group.’ 

The ONS and IER proposed changing the current definition of managerial roles to the following, to ensure that it was closer aligned with international standards:

“This major group covers occupations whose tasks consist of planning, directing and coordinating resources to achieve the efficient functioning of organisations and businesses.”

The intention of this revised definition is to associate managerial roles with the strategic elements of the roles, most notably control over resources. 

In line with this recommended approach the workforce data standards are defining managerial occupations in exactly the same way. Where a role has the title ‘manager’ but does not have any responsibilities for control of resources it should be allocated to the professional/technical role that fits the tasks they perform on a daily basis. 

2. Role code index

	Code
	Title
	Page
	Profile?

	
	Managerial Roles
	
	

	
	
	
	

	
	Managerial Roles
	
	

	A05
	Senior Manager
	21
	Y

	A10
	Middle Manager
	22
	Y

	A15
	First Line Manager
	23
	Y

	
	
	
	

	
	Elected / Nominated Officials
	
	

	B05
	Councillor
	24
	N

	B10
	School Governor
	25
	N

	
	
	
	

	
	Other Managerial Roles
	
	

	C00
	Managerial Role (other) 
	26
	Y

	
	
	
	

	
	Professional and Associate Professional Roles
	
	

	
	
	
	

	
	Business Professionals and Associate Professionals
	
	

	D05
	Business Manager
	27
	N

	D10
	Chartered and Certified Accountant
	28
	Y

	D15
	Contracts and Procurement Officer
	29
	Y

	D20
	Data / Information Analyst
	30
	N

	D25
	Finance Officer
	31
	Y

	D30
	Health and Safety Officer
	32
	Y

	D35
	HR and Employee Relations Officer
	33
	Y

	D40
	Legal Professional
	34
	Y

	D45
	Policy / Project Officer
	35
	Y

	D50
	Project Manager
	36
	N

	D55
	Public Relations / Communications Officer
	37
	Y

	D60
	Quality and Performance Officer
	38
	N

	D65
	Translator / Interpreter / Communication Support
	39
	N

	D70
	Vocational and Staff Trainer / Instructor
	40
	Y

	
	
	
	

	
	Health and Social Welfare Professionals and Associate Professionals
	
	

	E05
	Care and Support Services Supervisor
	41
	Y

	E10
	Chaplain
	42
	N

	E15
	Coroner
	43
	Y

	E20
	Counsellor
	44
	Y

	E25
	Dental Professional
	45
	N

	E30
	Doctor
	46
	N

	E35
	Employment Support Worker
	47
	Y

	E40
	Health Visitor
	48
	N

	E45
	Housing Officer
	49
	Y

	E50
	Midwife
	50
	N

	E55
	Nurse
	51
	Y

	E60
	Occupational Therapist
	52
	Y

	E65
	Psychologist
	53
	Y

	E70
	Registered Manager
	54
	Y

	E75
	Representation and Advocacy Worker
	55
	Y

	E80
	School Nurse
	56
	N

	E85
	Social Worker
	57
	Y

	E90
	Therapist / Allied Health Professional
	59
	N

	E95
	Welfare Rights Officer
	60
	Y

	
	
	
	

	
	Community Justice Professionals and Associate Professionals
	
	

	F05
	Police Community Support Officer
	61
	N

	F10
	Police Officer (Inspector and Above)
	62
	N

	F15
	Police Officer (Sergeant and Below)
	63
	N

	F20
	Probation Officer
	64
	N

	F25
	Victim Support Officer
	65
	N

	F30
	Witness Support Officer
	66
	N

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Child Welfare Professionals and Associate Professionals
	
	

	G05
	Attendance Officer
	67
	N

	G10
	Behaviour Manager / Specialist
	68
	N

	G15
	Careers Adviser
	69
	N

	G20
	Childcare Officer
	70
	N

	G25
	Connexions Personal Adviser
	71
	N

	G30
	Education Welfare Officer
	72
	N

	G35
	Educational Psychologist
	73
	N

	G40
	Home-School Liaison Officer
	74
	N

	G45
	Other Pupil Welfare
	75
	N

	G50
	School Welfare Assistant
	76
	N

	G55
	SEN Coordinator
	77
	N

	G60
	Traveller Support
	78
	N

	G65
	Youth Adviser
	79
	N

	G70
	Youth Offending Support Officer
	80
	N

	
	
	
	

	
	Teaching Professionals
	
	

	H05
	Advisory Teacher (Unattached)
	81
	N

	H10
	Assistant Head
	82
	N

	H15
	Classroom Teacher
	83
	N

	H20
	Classroom Teacher (LA Supply Pool)
	84
	N

	H25
	Deputy Head
	85
	N

	H30
	Head Of Department
	86
	N

	H35
	Head Of House
	87
	N

	H40
	Head Of Year
	88
	N

	H45
	Head Teacher
	89
	N

	H50
	Music Tuition (Including Peripatetic)
	90
	N

	H55
	Peripatetic Teacher (Unattached)
	91
	N

	H60
	Teacher: Engaged For Non-School Education
	92
	N

	H65
	Teacher: Engaged To Teach In A Pupil Referral Unit
	93
	N

	H70
	Teacher: Engaged To Teach In Miscellaneous Establishments
	94
	N

	
	
	
	

	
	
	
	

	
	Education Professionals
	
	

	J05
	Bursar
	95
	N

	J10
	Cover Supervisor
	96
	N

	J15
	Creative Arts Specialist
	97
	N

	J20
	Education Officer
	98
	N

	J25
	Exam Invigilator
	99
	N

	J30
	Examinations Officer
	100
	N

	J35
	Extended Schools Manager / Support
	101
	N

	J40
	Learning Manager
	102
	N

	J45
	Music Specialist
	103
	N

	
	
	
	

	
	Science and Technology Professionals and Associate Professionals
	
	

	K05
	Building Control Officer
	104
	Y

	K10
	Care and Support Services Technician
	105
	Y

	K15
	Engineering Professional
	106
	Y

	K20
	ICT Network Manager
	107
	N

	K25
	ICT Professional
	108
	Y

	K30
	ICT Technician
	109
	N

	K35
	ICT User Support Staff
	110
	N

	K40
	School Science Technician
	111
	N

	K45
	School Technician (Non-Science)
	112
	N

	K50
	Technician (Other)
	113
	Y

	
	
	
	

	
	Public Service Professionals and Associate Professionals
	
	

	L05
	Architect
	114
	Y

	L10
	Archivist / Curator
	115
	Y

	L15
	Chartered Surveyor
	116
	Y

	L20
	Conservation / Environmental Protection Officer
	117
	Y

	L25
	Countryside and Park Ranger / Warden
	118
	Y

	L30
	Economic Development Officer
	119
	Y

	L35
	Environmental Health Officer
	120
	Y

	L40
	Librarian
	121
	Y

	L45
	Planning Officer
	122
	Y

	L50
	Registrar Of Births, Deaths and Marriages
	123
	Y

	L55
	Trading Standards Officer
	124
	Y

	
	
	
	

	
	Other Professional, Associate Professional and Technical Roles
	
	

	M00
	Other Professional / Associate Professional Role
	125
	Y

	
	
	
	

	
	Administrative, Secretarial and Customer Service Roles
	
	

	
	
	
	

	
	Administrative, Secretarial and Customer Service Roles
	
	

	N05
	Administrative Officer / Assistant
	126
	Y

	N10
	Benefits and Local Taxation Officer
	127
	Y

	N15
	Call Centre Agent / Operator
	128
	Y

	N20
	Customer Service Officer
	129
	Y

	N25
	Finance Assistant
	130
	N

	N30
	Library Assistant / Clerk
	131
	Y

	N35
	Personal Assistant (Secretarial)
	132
	Y

	N40
	Receptionist
	133
	Y

	N45
	School Office Manager
	134
	N

	N50
	School Secretary
	135
	N

	N55
	Telephonist
	136
	Y

	
	
	
	

	
	Other Administrative, Secretarial or Customer Service Roles
	
	

	P00
	Other Administrative, Secretarial or Customer Service Role
	137
	Y

	
	
	
	

	
	Personal Service Roles
	
	

	
	
	
	

	
	Care and Support Services Personal Service Roles
	
	

	Q05
	Care Worker
	138
	Y

	Q10
	Childcare / Play Group Assistant
	140
	Y

	Q15
	Childminder
	141
	Y

	Q20
	Community, Support and Outreach Worker
	142
	Y

	Q25
	Foster Carer
	144
	Y

	Q30
	Nanny
	145
	Y

	Q35
	Nursery Nurse
	146
	Y

	Q40
	Personal Assistant (Care and Support)
	147
	Y

	Q45
	Playworker
	148
	Y

	Q50
	Senior Care Worker
	149
	Y

	Q55
	Social Work Assistant
	150
	Y

	
	
	
	

	
	Education Personal Service Roles
	
	

	R05
	Bilingual Support Assistant
	151
	N

	R10
	Escort
	152
	N

	R15
	Higher Level Teaching Assistant
	153
	N

	R20
	Language Support Worker
	154
	N

	R25
	Learning Mentor
	155
	N

	R30
	Learning Support Assistant (for SEN Pupils)
	156
	N

	R35
	Literacy Worker
	157
	N

	R40
	Minority Ethnic Support Worker
	158
	N

	R45
	Pastoral Support Worker
	159
	N

	R50
	Teaching Assistant
	160
	N

	R55
	Tutor
	161
	N

	
	
	
	

	
	Leisure and Miscellaneous Personal Service Roles
	
	

	S05
	Arts Officer
	162
	N

	S10
	Caretaker
	163
	N

	S15
	Crematorium 
	164
	Y

	S20
	Housekeeper
	165
	Y

	S25
	Pest Control Officer
	166
	Y

	S30
	Premises Manager
	167
	N

	S35
	Sports and Leisure Assistant
	168
	Y

	S40
	Sports Coach / Instructor / Official
	169
	Y

	S45
	Sports development officer
	170
	Y

	
	
	
	

	
	Other Personal Service Roles
	
	

	T00
	Other Personal Service Role
	171
	Y

	
	
	
	

	
	Skilled Trade, Construction and Transport Roles
	
	

	
	
	
	

	
	Skilled Trade Roles
	
	

	U05
	Bricklayer / Mason
	172
	Y

	U10
	Carpenter / Joiner
	173
	Y

	U15
	Construction Worker
	174
	Y

	U20
	Cook
	175
	Y

	U25
	Electrician / Electrical Fitter
	176
	Y

	U30
	Gardener / Groundsperson
	177
	Y

	U35
	Mechanic
	178
	Y

	U40
	Plasterer / Painter / Decorator
	179
	Y

	U45
	Plumber / Heating and Ventilating Engineer
	180
	Y

	U50
	Printer
	181
	Y

	
	
	
	

	
	Construction and Transport Roles
	
	

	W05
	Community Driver
	182
	Y

	W10
	General Construction Operative
	183
	Y

	W15
	Heavy Goods Vehicle Driver
	184
	Y

	W20
	Labourer
	185
	Y

	W25
	Road Construction Operative
	186
	Y

	W30
	Storeman / Warehouseman / Porter
	187
	Y

	
	
	
	

	
	Other Skilled Trade, Construction and Transport Roles
	
	

	X00
	Other Skilled Trade, Construction or Transport Role
	188
	Y

	
	
	
	

	
	Elementary Service Roles
	
	

	
	
	
	

	
	Elementary Service Roles
	
	

	Y05
	Civil Enforcement Officer
	189
	Y

	Y10
	Cleaner
	190
	Y

	Y15
	Kitchen and Catering Assistant
	191
	Y

	Y20
	Midday Assistant
	192
	N

	Y25
	Midday Supervisor
	193
	N

	Y30
	School Crossing Patrol Attendant
	194
	N

	Y35
	Security Guard / Operative
	195
	Y

	Y40
	Street Scene Operative
	196
	N

	Y45
	Waste and Refuse Operative
	197
	Y

	
	
	
	

	
	Other Elementary Service Roles
	
	

	Z00
	Other Elementary Service Role
	198
	Y


3. Role Code Profiles
3.1 Managerial Roles
	role title:
	Senior Manager
	code:
	A05

	description:

	Senior Managers provide leadership, direction and co-ordination of the functioning of the organisation at a strategic level, including the functioning of any internal departments and sections, often with the help of subordinate managers and supervisors.

	typical tasks:

	· Formulating and evaluating policies and procedures for service delivery

· Responsible for meeting legal requirements and regulatory standards

· Responsibility for the quality of the work of staff

· Determining staffing and financial needs and managing budgets

· Monitoring, maintaining and improving service provision

· Responsible for the health and safety of staff and service users

	training/entry route and associated qualifications:

	A significant amount of knowledge of the service requirements associated with the efficient functioning of the organisation, and previous experience of working in a local government or service specific (e.g. social care, health) setting. They may have a mixture of qualifications, as there are normally no pre-set entry requirements. Candidates are recruited with a variety of academic qualifications or with relevant experience. Entry is also possible by internal promotion.

	jobs included:

	All managerial staff in charge of an organisation and/or large department. It would be expected that the chief executive and 1st tier chief officers (those answering directly to the chief executive) of public and third sector organisations would be included here. This will also include Working Proprietors and Owner Managers of small businesses. 

	typical job titles:

	Chief executive
	Senior Manager

	Director
	Chief Officer (1st tier)

	see also:

	Middle Manager
	First Line Manager

	Managerial role (other)
	


	role title:
	Middle Manager
	code:
	A10

	description:

	Middle Managers assist with the direction and co-ordination of the functioning of the organisation, including the management of any internal departments and sections, with the help of subordinate managers and supervisors as required. 

	typical tasks and responsibilities:

	· Responsible for meeting legal requirements and regulatory standards

· Employing, supervising and managing staff

· Responsible for the quality of the work of staff

· Determining staffing and financial needs and managing budgets

· Monitoring, maintaining and improving service provision

· Responsible for the health and safety of staff

· Involvement in individual staff training and development plans

	training/entry route and associated qualifications:

	A significant amount of knowledge of the service requirements associated with the efficient functioning of the organisation. They may have a mixture of qualifications, as there are normally no pre-set entry requirements, but these often involve managerial or professional qualifications.

	jobs included:

	All managerial staff who are in charge of significant teams of staff but who are answerable to the highest management tier. 2nd and 3rd tier chief officers of public and third sector organisations would be included here. Also includes regional or area managers and heads of departments (who are not answerable directly to the chief executive of an organisation). 

	typical job titles:

	Assistant Director
	Area Manager

	Manager
	Department Head

	see also:

	Senior Manager
	First Line Manager

	Managerial role (other)
	


	role title:
	First Line Manager
	code:
	A15

	description:

	First Line Managers manage the day to day provision of service(s). Can be involved in front line contact with service users but this normally involves service planning, needs assessment, individual staff training plans and regulatory assessment. Includes team managers/leaders who manage a team with a number of staff, provide appraisal and supervision, manage budgets and are the sole manager who also provide front line services.

If contact with service users relates to front line work at a supervisory/senior level then post should be classified at the relevant professional level. 

	typical tasks and responsibilities:

	· Manage the primary tasks and activities of the organisation

· Have a key role in determining whether standards are being consistently maintained

· Support staff engaged in complex, personally-demanding work 

· Responsible for the quality of the work of staff

· Involvement in individual staff training and development plans

	training/entry route and associated qualifications:

	Knowledge of service requirements and previous experience of working in a the relevant service setting. They may have a mixture of qualifications, which could include a professional or management qualifications. Some service areas (e.g. social care) recommend that First Line Managers should have a minimum Level 4 management qualification.

	jobs included:

	All managerial staff, not covered by senior or middle management, whose main job role is the management of other staff. Those roles that provide some service to customers, e.g. in a professional capacity, should be included here only if staff management constitutes the majority of the role. 

	typical job titles:

	Team Leader
	Service Co-ordinator

	Team Manager
	Officer in Charge

	Service Manager
	

	see also:

	Senior Manager
	Middle Manager

	Managerial role (other)
	


	role title:
	Councillor
	code:
	B05

	description:

	Councillors represent their local community, participate in the formulation and implementation of local authority policies, and ensure that legal, statutory and other provisions concerning the running of a local authority are observed. 

	typical tasks:

	· Listen to, and correspond with, constituents to address complaints or local issues
· Attend council meetings, local ward assembly meetings, committees, and working groups

· Represent constituents by acting as ambassadors for their community and highlighting local needs and concerns

· Attend political group meetings, party training and events

· Represent the council in its dealings with other councils and interest organisations

· Decide the priorities and objectives which the council will pursue, as well budgets involved

· Take decisions on behalf of the council or make recommendations to full council meetings

	training/entry route and associated qualifications:

	Entry is by election only.

	jobs included:

	This role includes all elected members of local councils, including parish and town councils. 

	typical job titles:

	Councillor
	Executive member

	Cabinet member
	Portfolio Holder

	Scrutiny Panel Member
	

	see also:

	
	


	role title:
	School Governor
	code:
	B10

	description:

	School Governors are responsible for helping to provide an environment in which a good quality education can be delivered. A School Governor is part of a Governing Body that normally meets once each term, and may also take part in one or more committees to advise on specific areas.

	typical tasks:

	· Setting strategic direction, objectives, targets and policies

· Reviewing progress against the budget, plans and targets

· Approving the school budget

· Acting as a critical friend to the head teacher by providing support and challenge

· Appointing the head teacher

	training/entry route and associated qualifications:

	Since the governing body should comprise people who reflect the local community served by the school, a governor could be:

· a parent governor, who is elected by other parents at the school

· a staff governor, who is elected by the school staff

· a community governor, appointed by other members of the governing body

· a Local Authority governor

· for some types of school, someone appointed by the foundation, trust or relevant religious body

No special qualifications are required, although enthusiasm, commitment and an interest in education are helpful qualities to bring to a governor post.

	jobs included:

	A governor is expected to attend termly meetings and be adequately prepared for these by reading the relevant papers. A governor is also asked to serve on committees, addressing such issues as staffing, finance, curriculum and premises, where he/she has an interest or can add value.

	typical job titles:

	School Governor
	Governor

	
	

	
	

	see also:

	Head Teacher (H45)
	


	role title:
	Managerial Role (other) 
	code:
	C00

	description: 

	Plan, direct, coordinate and evaluate the overall activities of organisations, businesses and local authorities, or of organisational units within them, and formulate and review their policies, rules and procedures.

This code should only be used where a managerial role cannot be classified under any pre-existing role code.

	training/entry route and associated qualifications:

	There are no pre-set entry requirements although a significant amount of knowledge and experience of the processes and service requirements associated with the efficient functioning of the organisation and/or business is required.

	jobs included:

	Any managerial roles that are not covered by Senior Manager (A01), Middle Manager (A02), First Line Manager (A03) or Registered Manager (D01).


3.2 Professional, Associate Professional and Technical Roles
	role title:
	Business Manager
	code:
	D05

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Chartered and Certified Accountant
	code:
	D10

	description:

	Accountants provide accounting and auditing services, advise clients on financial matters, and collect and analyse financial information and perform other accounting duties required by management for the planning and control of an organisation’s income and expenditure.

	typical tasks:

	· Plan and oversee implementation of accountancy system and policies

· Prepare financial documents and reports for management, shareholders, statutory or other bodies

· Audit accounts and book-keeping records

· Prepare tax returns, advise on tax problems and contest disputed claim before tax official

· Conduct financial investigations concerning insolvency, fraud, possible mergers, etc

· Evaluate financial information for management purposes

· Liaise with management and other professionals to compile budgets and other costs

· Prepare periodic accounts, budgetary reviews and financial forecasts

· Conduct investigations and advise management on financial aspects of productivity, stock holding, sales, new products, etc

	training/entry route and associated qualifications:

	Entrants usually possess a degree or equivalent qualification. To qualify as an accountant, entrants must undertake a period of training within an approved organisation and successfully complete professional examinations. Exemptions to some professional examinations are available to those with appropriate academic qualifications.

	jobs included:

	Includes all fully certified accountants who hold the relevant professional qualifications and are employed in a finance related role. 

	typical job titles:

	Accountant
	Principal Accountant

	Chief Accountant
	Chartered Accountant

	Certified Financial Adviser
	

	see also:

	Finance Officer
	Finance Assistant


	role title:
	Contracts and Procurement Officer
	code:
	D15

	description:

	Contracts and Procurement Officers organise and undertake the buying of raw materials, equipment and merchandise from manufacturers, importers, wholesalers and other sources for wholesale distribution, resale or for own internal use.

	typical tasks:

	· Attend trade fairs, shows and demonstrations to research new product lines and suppliers

· Keep up with market trends and chooses products/services

· Assess budgetary limitations and customer requirements and decide on quantity, type, range and quality of goods or services to be bought

· Find suppliers, assess bids from suppliers, and negotiate prices

· Help negotiate contract with supplier and specify details of goods or services required

· Look at ways to improve supply networks, present new ideas to management team

· Supervise clerical, administrative and warehouse distribution staff
· Maintain records, prepare reports as necessary

	training/entry route and associated qualifications:

	There are no formal academic requirements although some employers expect A levels/H grades, BTEC/ SQA awards or degrees.  Employers may ask for specific experience for a particular role.  Professional qualifications and NVQs/SVQs in Procurement at Levels 2, 3 and 4 are available.

	jobs included:

	

	typical job titles:

	Procurement officer
	Buyer

	Contract officer
	

	see also:

	
	


	role title:
	Data / Information Analyst
	code:
	D20

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Finance Officer
	code:
	D25

	description:

	Finance Officers oversee book-keeping, general accounting and other financial and related clerical functions mainly within public and third sector organisations.

	typical tasks:

	· Oversee the recording and checking of daily financial transactions, the preparation of provisional balances and reconciliation of accounts

· Prepare or arrange the preparation of financial reports for managers

· Plan work schedules and assign tasks to financial clerks

· Coordinate the activities and resources of finance departments

	training/entry route and associated qualifications:

	Entrants will normally possess GCSEs/S grades (including maths), a finance-related qualification at an appropriate level and have relevant work experience. 

	jobs included:

	Includes finance officers working to a certified accountant in a variety of settings. Will often have line management responsibility for finance assistants. 

	typical job titles:

	Finance officer
	Accountancy officer

	Principal finance officer
	Income officer

	Payroll officer
	

	see also:

	Chartered and Certified Accountant
	Finance Assistant


	role title:
	Health and Safety Officer
	code:
	D30

	description:

	Health and Safety Officers counsel employees on personal, domestic and other problems and grievances, advise on industrial health and safety and co-ordinate accident prevention and safety measures within an establishment or organisation.

	typical tasks:

	· Assist employees in need of accommodation and maintain contact with those off work due to illness

· Counsel individuals on any personal or domestic problems affecting their work

· Inspect work areas to ensure compliance with health and safety legislation

· Instruct workers in the proper use of protective clothing and safety devices

· Compile statistics on accidents and injuries, analyse their causes and make recommendations to management accordingly

· Give talks and distribute information on accident prevention

· Carry out routine tests on safety devices and protective clothing

	training/entry route and associated qualifications:

	Entrants usually possess an NVQ/SVQ at Level 4 in Occupational Health and Safety Practice or a national diploma awarded by the National Examination Board in Occupational Safety and Health.  After three years relevant experience, holders of these qualifications can apply for membership of the Institution of Occupational Safety and Health.

	jobs included:

	

	typical job titles:

	Health and safety officer
	Occupational hygienist

	Safety officer
	Safety adviser

	
	

	see also:

	
	


	role title:
	HR and Employee Relations Officer
	code:
	D35

	description:

	HR and Employee Relations Officers conduct research and advise on recruitment, training, staff appraisal and industrial relations policies and assist specialist managers with negotiations on behalf of a commercial enterprise, trades union or other organisation.

	typical tasks:

	· Undertake research into pay differentials, productivity and efficiency bonuses and other payments
· Develop and recommend personnel and industrial relations policies and assist with their implementation
· Arrange meetings between management and employees or trades unions and assist with negotiations concerning pay and conditions of employment

· Advise on training and recruitment, negotiating procedures, salary agreements and other personnel and industrial relations issues
· Provide practical recruitment and selection services to clients such as preparing advertisements, checking application forms and interviewing candidates

	training/entry route and associated qualifications:

	There are no formal academic requirements although most entrants possess a degree or equivalent qualification and/or relevant experience. Many employers expect staff to gain membership of the Institute of Personnel Development through study for professional qualifications. NVQs/SVQs in Personnel Support are available at Level 3.

	jobs included:

	

	typical job titles:

	HR Officer
	Recruitment officer

	Personnel Officer
	Employee relations officer

	see also:

	
	


	role title:
	Legal Professional
	code:
	D40

	description:

	Legal Professionals advise and act upon behalf of individuals, organisations, businesses and government departments in legal matters, prepare and conduct court cases on behalf of clients, and perform a variety of other professional legal roles.

	typical tasks:

	· Advise client on the basis of legal knowledge, research and past precedent as to whether to proceed with legal action

· Draft pleadings and questions in preparation for court cases, appear in court to present evidence, and sum up why the court should decide in their client’s favour

· Undertake legal business on behalf of client in areas of business law, probate, conveyancing and litigation and act as trustee or executor if required

· Instruct counsel in higher and lower courts and plead cases in lower courts as appropriate

· Provide legal advice to individuals within Citizens Advice Bureaux, Law Centres and other such establishments

· Draft and negotiate contracts on behalf of employers

· Advise employers, local and national government and other organisations on aspects of law and legislative implications of decisions made

	training/entry route and associated qualifications:

	Entry to training usually requires a qualifying law degree or postgraduate diploma.  Entrants then undertake a further year of academic training and then complete up to four years of assessed supervised experience in legal practice. Entrants may also require up to five years post qualifying experience in legal practice.

	jobs included:

	

	typical job titles:

	Barrister
	Solicitor

	Legal adviser
	Legal officer

	see also:

	
	


	role title:
	Policy / Project Officer
	code:
	D45

	description:

	Policy/Project Officers contribute to the effective management of an organisation by helping to develop and implement projects, strategies, objectives, and council-wide policies and procedures. They also review and monitor existing projects, strategies and procedures to ensure consistency across the council.

	typical tasks:

	· Conduct detailed investigations into the organisation, its projects, policies and procedures, and recommend changes or improvements to management on key issues and problem areas

· Research and evaluate the impact of proposed/new legislation (both UK and European) and advise colleagues on requirements and strategies for implementation

· Ensure that the organisation’s services are responsive to service user’s needs and that equal opportunity issues are identified

· Co-ordinate consultations and ensure that policies and services are researched, developed and reviewed in consultation with service users and relevant external organisations

· Agree timescales, costs and resources needed to deliver specific projects and ensure that each stage of the project is progressing on time, on budget and to the right quality standards
· May also have direct responsibility for specific projects or strategies within the organisation such as health and safety

	training/entry route and associated qualifications:

	Although there are no statutory entry requirements, most policy/project officers hold a degree or equivalent level qualification. Degrees in Public Administration, Social and Economic Research, and postgraduate qualifications in Project Management are particularly relevant. . 

	jobs included:

	

	typical job titles:

	Policy Officer
	Project Officer

	see also:

	Administrative Officer/Assistant
	


	role title:
	Project Manager
	code:
	D50

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Public Relations / Communications Officer
	code:
	D55

	description:

	Public Relations/Communications Officers plan, organise and co-ordinate the activities that promote the image and understanding of an organisation and its products or services to consumers, businesses, members of the public and other specified audiences.

	typical tasks:

	· Discuss issues of business strategy, products, services and target client base with senior colleagues to identify public relations requirements
· Write, edit and arrange for the effective distribution of press releases, newsletters and other public relations material
· Address individuals, clients and other target groups through meetings, presentations, the media and other events to enhance the public image of an organisation
· Develop and implement tools to monitor and evaluate the effectiveness of public relations exercises

	training/entry route and associated qualifications:

	Most entrants possess A levels/H grades and a degree or equivalent qualification.  Further professional qualifications are available.

	jobs included:

	

	typical job titles:

	Press Officer
	PR Officer

	Communications Officer
	

	see also:

	
	


	role title:
	Quality and Performance Officer
	code:
	D60

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Translator / Interpreter / Communication Support
	code:
	D65

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Vocational and Staff Trainer / Instructor
	code:
	D70

	description:

	Vocational and Staff Trainers/Instructors provide instruction in manual, manipulative and other vocational skills and advise on, plan and organise vocational instruction within industrial, commercial and other establishments.

	typical tasks:

	· Assess training requirements and prepare lectures, demonstrations and study aids

· Supervise trainee development, assist trainees with difficulties and prepare regular progress reports on each trainee for management

· Arrange work experience and instructional visits for trainees

· Plan curriculum and rota of staff duties and update or amend them in light of developments

· Advise on training programmes and discuss progress or problems with staff and trainees

· Devise general and specialised training courses in response to particular needs

	training/entry route and associated qualifications:

	No formal educational qualifications are required for entry, although most entrants have qualified in some other area of work.  Professional qualifications are available from the Institute of Personnel and Development.  NVQs/SVQs in Training and Development are available at Levels 3, 4 and 5.

	jobs included:

	

	typical job titles:

	Staff trainer
	Training officer

	Training instructor
	Technical instructor

	
	

	see also:

	
	


	role title:
	Care and Support Services Supervisor
	code:
	E05

	description:

	This role involves supervision of the work of Care Workers and other front line workers and operational staff, including volunteers, and usually also involves some front line work with service users

	typical tasks:

	Supervisors can also be involved in any of:

· the design of individual care programmes for service users, working as part of a team with the manager and Care Workers and liaising with occupational therapists or Social Workers

· responsibility for the smooth running of the care service

· managing volunteers and part-time workers, and liaising with other relevant professionals;

· keeping records and controls budgets

Supervisors normally report to a Front Line Manager.

	training/entry route and associated qualifications:

	Knowledge and experience of the work being supervised.

Normally a NVQ level 3 qualification, plus relevant specific qualifications such as Food Hygiene Certificate, Moving and Positioning (Handling).

Background checks including a CRB check are likely to be required.

	jobs included:

	

	typical job titles:

	Supervisor
	Supervisor of specific services, e.g. Meals on Wheels Supervisor

	Care Officer 
	Care Supervisor

	
	

	see also:

	
	


	role title:
	Chaplain
	code:
	E10

	description:

	Chaplains provide pastoral and spiritual care.  They visit or are based at a variety of establishments, including hospitals, colleges, prisons and the courts. They are usually available both for service users and also for the staff of these establishments.

The NHS employs salaried chaplains in many of its hospitals or primary care trusts. Some higher education institutions also employ chaplains.  However many chaplains to other types of service are on the paid staff of a local church, mosque, synagogue, temple or other religious establishment.

	typical tasks:

	· provides one-to-one pastoral care for hospital patients, care home residents, prison inmates, college and university students and users of other services

· acts as a liaison with a person’s priest, pastor, rabbi, or other religious leader

· provides support to carers and families of service users, often at time of worry or distress

	training/entry route and associated qualifications:

	Chaplains usually need a professional qualification, a specific vocational degree or general degree, or the equivalent.  Employers also require a satisfactory recommendation and authorisation by the persons’ faith community to gain entry. Requirements vary between different employers.

	typical job titles:

	Chaplain
	Entry Level Chaplain 

	Senior Chaplain 
	Chaplain Manager

	
	

	see also:

	
	


	role title:
	Coroner
	code:
	E15

	description:

	The coroner is a doctor or lawyer responsible for investigating deaths in particular situations and can also arrange for a post-mortem examination of the body, if necessary. 

	typical tasks:

	· Determine the cause of death of a deceased in cases where the death was sudden, unexpected, occurred abroad, was suspicious in any way or happened while the person was under the control of central authority (e.g. In police custody)
· Hold inquests into the causes and circumstances of a death

	training/entry route and associated qualifications:

	To become a coroner applicant must be a lawyer or doctor of at least five years experience 

	jobs included:

	

	typical job titles:

	Coroner
	

	
	

	
	

	see also:

	
	


	role title:
	Counsellor
	code:
	E20

	description:

	Counsellors give people the opportunity to work through their feelings in complete confidence, by listening to what they have to say, and asking them questions to find out more. They offer counselling to people seeking help for various reasons, e.g. coming to terms with the death of someone close, making life changes or wanting support to cope with a stressful workplace.

Some counsellors specialise, e.g. in relationship difficulties, Aids, drug or alcohol misuse, or with particular age groups. Counsellors either work for organisations such as schools, colleges, youth agencies, the voluntary sector and the NHS, or are self-employed. Many work part time or are volunteers.

	typical tasks:

	· Offering clients a confidential secure space in which to confront, change or channel feelings of confusion, grief, rage or depression

· Encouraging clients to discuss their feelings in relation to their problems, aiming to ensure that an understanding of the issues is achieved

· Helping deal with things like addictions, sexual dysfunctions, moral problems or the wish to enhance the meaning of life

· Meeting clients face-to-face, by phone or online working either one-to-one or with couples or families

· Presenting different perspectives to the problem areas identified

· Referral to other appropriate sources of help

· Keeping accurate and confidential records

	training/entry route and associated qualifications:

	There are no formal qualifications to entry but relevant experience is necessary. Many employers will expect entrants to have achieved or be working towards accreditation with a professional body via certification, such as the British Association for Counselling and Psychotherapy (BACP) Counsellor / Psychotherapist Accreditation Scheme, or a diploma in counselling.

Background checks including a CRB check are likely to be required for counsellors working with vulnerable adults and/or families.

	jobs included:

	Offering talking treatment generally based on Cognitive Behavioural Therapy (CBT), Humanistic Therapy (HT) or Psychodynamic Therapy (PT).

	typical job titles:

	Counsellor
	Psychotherapist

	see also:

	
	


	role title:
	Dental Professional
	code:
	E25

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Doctor
	code:
	E30

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Employment Support Worker
	code:
	E35

	description:

	This role specialises in supporting service users in obtaining and continuing in employment. Employment Support staff identify employment opportunities for people with disabilities or the long-term unemployed, and work with employers, helping ease transition into the workplace.

	typical tasks:

	· Assessing service users’ skills and abilities
· Contacting employers, finding out about job openings and trying to match them up with service users
· Assisting with practical matters such as preparing CVs and coaching in interview skills
· Arranging training for service users before putting them forward for work.
· Assessing any support service users may need in carrying out their job – such as special equipment, adaptations or help with personal care
· Work with employers to help ease transition into the workplace and helping create individual training programmes, if required
· Putting forward the idea of employing someone who is long-term unemployed (but perhaps newly retrained) or with a disability

	training/entry route and associated qualifications:

	There are no formal qualifications to entry but relevant experience is necessary. Employment advisers need to have good people skills and some knowledge/experience of benefits and services available for the long-term unemployed and/or people with disabilities. Specific academic qualifications may be less important than life and career experience.

Background checks including a CRB check are likely to be required.

	jobs included:

	

	typical job titles:

	Day Work Worker 
	Employment Support Worker 

	Supported Employment Worker 
	Employment Adviser 

	Employment Training Officer 
	Inclusion Worker

	see also:

	
	


	role title:
	Health Visitor
	code:
	E40

	description:

	The role of the health visitor is about the promotion of health and the prevention of illness in all age groups.  Health visitors works with mothers of young babies, advising on such areas as feeding, safety, physical and emotional development and other aspects of health and childcare. They also work with people of any age who suffer from a chronic illness or live with a disability, helping them to overcome difficulties they may face in coping with their illness or disability.

	typical tasks:

	· 

	training/entry route and associated qualifications:

	A health visitor is a qualified and registered nurse or midwife who has undertaken further (post registration) training in order to be able to work as a member of the primary healthcare team.

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Housing Officer
	code:
	E45

	description:

	Housing officers supervise the day-to-day maintenance and management of rented properties that belong to local authorities or housing associations and assess and address housing needs of particular localities and individuals. 

	typical tasks:

	· Oversee the day-to-day running of rented properties including arranging for the signing of leases, rent collection, maintenance work, interviewing prospective tenants and allocating properties to waiting list applicants

· Ensure that special needs accommodation is suited to the needs of particular groups such as the elderly and disabled, and that statutory requirements for providing accommodation are met

· Carry out regular inspections to make sure all properties are in a good state of repair
· Deal with issues such as anti-social behaviour, squatters and broken tenancy agreements
· Refer tenants to appropriate sources of benefits and welfare advice
· Support tenants’ groups, and attend their meetings as a council representative

	training/entry route and associated qualifications:

	Entry is possible with a variety of academic qualifications and/or relevant work experience.  NVQs/SVQs in Housing are available at Levels 2, 3 and 4.  Professional qualifications are available and may be required for some posts.

	jobs included:

	

	typical job titles:

	Housing Officer
	Homelessness Officer

	
	

	
	

	see also:

	
	


	role title:
	Midwife
	code:
	E50

	description:

	Midwives offer individual care to women and their families and help them take part in their own care planning during and after pregnancy.

	typical tasks:

	· providing advice and emotional and physical support to women during pregnancy, labour and the postnatal period;

· assisting in the birth of the child;

· dealing with emotionally charged situations, helping women to feel confident and in control

	training/entry route and associated qualifications:

	An employee will need a recognised qualification as a Registered Midwife.  Higher Education Institutions vary in the course pre-requisites needed to obtain such a qualification. Many midwives enter via nursing but this is by no means the only route.

	typical job titles:

	Midwife
	Registered Midwife

	
	

	
	

	see also:

	Nurse (E55)
	


	role title:
	Nurse
	code:
	E55

	description:

	Nurses provide general and/or specialised nursing care for the sick, injured and others in need of such care, assist medical doctors with their tasks and work with other healthcare professionals and within teams of healthcare workers.

	typical tasks:

	· Assist medical doctors and work with other healthcare professionals to deal with emergencies and pre-planned treatment of patients

· Manage own case load

· Monitor patient’s progress, administer drugs and medicines, apply surgical dressings and give other forms of treatment

· Participate in the preparation for physical and psychological treatment of mentally ill patients

· Plan duty rotas and organise and direct the work and training of ward and theatre nursing staff

· Advise on nursing care, disease prevention, nutrition, etc. And liaise with hospital board/ management on issues concerning nursing policy

· Plan, manage, provide and evaluate nursing care services for patients, supervise the implementation of nursing care plans

	training/entry route and associated qualifications:

	Qualification as a nurse is via a diploma or degree course, both of which are provided by universities. Full time diploma courses last three years; degree courses last three or four years. Accelerated programmes are available to graduates with a health-related degree. There is a lower age limit of 17 years 6 months to enter training.  Post-registration training is available for a range of clinical specialisms. 

	jobs included:

	

	typical job titles:

	Nurse
	Nurse Consultant

	Modern Matron
	Community Matron

	District Nurse
	

	see also:

	School Nurse (E80)
	Health Visitor (E40)

	Midwife (E50)
	


	role title:
	Occupational Therapist
	code:
	E60

	description:

	Occupational therapy is the assessment and treatment of physical and psychiatric conditions using specific, purposeful activity to prevent disability and promote independent function in all aspects of daily life.

Occupational Therapists work with people of all ages to help them overcome the effects of disability caused by physical or psychological illness, ageing or accident. They assess the disabled person and their carer/s to ascertain what is needed to increase independence. This may include provision of specialist equipment, or adaptations to the property, or advice on re-housing. It may also include functional treatment to improve range of movement, coping with perceptual or cognitive deficits, coping with sensory loss or mobility impairment. Occupational Therapists also have knowledge of housing design and give advice to housing departments on mobility and wheelchair housing

	typical tasks:

	· Making sure that homes, workplaces and public places are accessible for people with specific needs, for example wheelchair users or people with walking difficulties or partial sight

· Helping people to learn new or different ways of doing things, e.g. reading without the use of hands

· Adapting materials or equipment, e.g. if a computer keyboard was difficult to use.

· Advising schools to help children overcome obstacles such as writing difficulties and other challenges

· Heading up a disability management programme for an organisation, or return-to-work programmes for people with anxiety or back problems

· Assisting an ageing couple to care for one another at home and remain independent and safe

· Helping someone manage their depression in order to return to work or continue with their studies

· Working with socially excluded groups, such as the homeless or asylum seekers

	training/entry route and associated qualifications:

	The professional qualification required is a degree or two year postgraduate diploma in occupational therapy. There are a variety of occupational therapy programmes available in the UK. Most are Bachelor of Science (with Honours) degrees. Postgraduate Diplomas and Master’s degrees are also available. Background checks including a CRB check are required. Practising Occupational Therapists have to be registered with the Health Professions Council.

	jobs included:

	Occupational therapists can work as practitioners, researchers, managers, lecturers or consultants. They can work in a wide range of service areas, including physical rehabilitation, mental health, environmental adaptation, housing, social care, education, learning disabilities or physical rehabilitation. They may specialise in working with children, adults or older people. They may work in the community, in a hospital, as self-employed practitioners or in a university educating future occupational therapists. 

	typical job titles:

	Occupational Therapist
	Specialist OT Practitioner


	role title:
	Psychologist
	code:
	E65

	description:

	Psychologists study and assess emotional, cognitive and behavioural processes and abnormalities in human beings and animals and how these are affected by genetic, physical and social factors.

	typical tasks:

	· Develop and administer tests to measure intelligence, abilities, aptitudes, etc.  And assess results

· Develop treatment and guidance methods and give treatment or guidance using a variety of therapy and counselling techniques

· Observe and experiment on humans and animals to measure mental and physical characteristics

· Analyse the effect of hereditary, social and physical factors on thought and behaviour

· Study psychological factors in the treatment and prevention of mental illness or emotional and personality disorders

	training/entry route and associated qualifications:

	Entrants require a degree in psychology recognised by the British Psychology Society. A variety of postgraduate and professional qualifications relating to different areas of psychology are available and may be required for certain posts.

	jobs included:

	

	typical job titles:

	Psychologist
	Clinical psychologist

	
	

	
	

	see also:

	
	


	role title:
	Registered Manager
	code:
	E70

	description:

	This role is defined by the Care Standards Act 2000. Under this Act, the Registered Manager is responsible for the social care provision that he/she is managing, and is responsible for no more than one registered establishment / operation.

	typical tasks:

	· Managing all aspects of the delivery of care at the registered establishment, and being responsible for ensuring that the relevant National Minimum Standards are met

	training/entry route and associated qualifications:

	A Registered Manager would have previous experience of working in a care or health setting, and may have a mixture of qualifications which could include social work, nursing, medical or management qualifications.

Under the Care Standards Act 2000, Registered Managers are required to have a minimum qualification that includes a vocational qualification, e.g. in Care, Health & Social Care, Nursing or Social Work at level 4, plus a management qualification such as Registered Manager’s Award.

	jobs included:

	Registered Manager: includes all designated Registered Managers, even if their managerial responsibilities may be better described by more general management job roles.

	typical job titles:

	Registered Manager (RM)
	Home Manager

	
	

	see also:

	
	


	role title:
	Representation and Advocacy Worker
	code:
	E75

	description:

	This is a specialised role focussing on matters related to legislation.

Representation and Advocacy Workers deal with matters relating to housing benefit, disabled living allowances, help for single parents with child benefits, council tax, employment benefit, sick pay, rent support, bereavement benefits, industrial injuries claims, etc. on behalf of service users, and may also deal with exemptions from certain charges (for prescriptions for example), concessions, free or low cost services and free aids, appliances and facilities, to advise service users and help those eligible to receive their full entitlement

	typical tasks:

	· providing support to service users getting their voices heard in planning for individual care or for service development
· making an assessment of a service user's situation

· researching information using reference material and relevant websites

· giving advice on social security and tax credits legislation in confidential interviews, over the telephone, or by letter or email

· advising on rights and entitlements in relation to benefits, health, discrimination and welfare

· advising individuals and families experiencing problems about available resources

· assisting and liaising with professionals in social work, the probation service and related welfare areas

· maintaining records, writing reports and/or appeal submissions

· representing claimants at tribunals and similar bodies
· keeping up to date with legislation

	training/entry route and associated qualifications:

	Entry is via a variety of relevant academic and/or professional qualifications.

Background checks including a CRB check are likely to be required.

	typical job titles:

	Welfare Rights Officer 
	Court Liaison Officer

	Advocacy Worker 
	Advocate

	see also:

	
	


	role title:
	School Nurse
	code:
	E80

	description:

	A School Nurse’s role includes searching out health-related learning needs of children, adolescents and their families.  Also responsible for carrying out medical checks on pupils and when required administering vaccinations etc.

	typical tasks:

	· 

	training/entry route and associated qualifications:

	Diploma (3 years) or BSc Degree (3-4 years) in Nursing (half theory & half practice)

Qualified school nurses hold the Nursing & Midwifery Council (NMC) Specialist Practice Qualification with an outcome in school nursing - which is a recordable qualification on the NMC register.

	jobs included:

	

	typical job titles:

	School Nurse
	

	
	

	
	

	see also:

	
	


	role title:
	Social Worker
	code:
	E85

	description:

	Social Workers form relationships with people. As adviser, advocate, counsellor or listener, a Social Worker helps people to live more successfully within their local communities by helping them find solutions to their problems. Social work also involves engaging not only with clients themselves but their families and friends as well as working closely with other organisations.

Social Workers assess needs, develop care packages and review interventions. They usually operate as part of a team responsible for a number of cases, each requiring a different approach. Social Workers operate within a complex legal framework associated with different service user groups, and work closely with organisations such as the police, health services, schools and probation services.

	typical tasks:

	· liaising with other health and social care professionals and agencies to identify those in need and at risk within the local community

· interviewing individuals and groups to assess and review the nature and extent of difficulties

· undertaking and writes up assessments to specified standards

· arranging for further counselling or assistance in the form of financial or material help

· organising support and develops care plans to address service users’ needs

· keeping case records, prepares reports and participates in team meetings

· giving evidence in court

· participating in training and supervision

	training/entry route and associated qualifications:

	Social work is a regulated profession and practitioners must be registered with the appropriate statutory body. In England this is the General Social Care Council (GSCC).

To register, a Social Worker must satisfy the criteria for registration. In 2003, professional qualifying training for Social Workers in the United Kingdom changed to a degree in social work. Non-graduates must undertake a three-year degree in social work; graduates with relevant experience may take a two-year postgraduate diploma/Masters degree. The diploma in social work (DipSW) and all other 'predecessor' social work qualifications such as CSS and CQSW are recognised as valid social work qualifications. . Prior relevant work experience or relevant voluntary work is encouraged.  Background checks including a CRB check are required.

Social Workers are required by the GSCC as part of their registration to undertake continued professional development during their career.

	jobs included:

	Social Workers tend to specialise in either adult or children's services. Adult services roles include working with people with mental health problems or learning disabilities; working with people who are in residential care; working with offenders, by supervising them in the community and supporting them to find work; assisting people with HIV/Aids and working with older people at home helping to sort out problems with their health, housing or benefits. Children / young people services roles include providing assistance and advice to keep families together; working in children's homes; managing adoption and foster care processes; providing support to younger people leaving care or who are at risk or in trouble with the law; or helping children who have problems at school or are facing difficulties brought on by illness in the family.

Care Manager, Care Navigator, Care Broker, Case Manager are used in some organisations for professional Social Workers who provide an assessment, care planning and care management service to service users, and work in partnership with statutory and independent sector agencies to deliver appropriate services. They assess the needs of service users and carers and devise individual care plans, provide information and advice on resources available to service users and make recommendations about particular services. They manage the social care of service users, following the agreed care plan, coordinate services and support, and review care plans with service users at agreed intervals with the team manager

	typical job titles:

	Social Worker
	Medical Social Worker

	Senior Practitioner
	Psychiatric Social Worker 

	Field Social Worker
	Fostering & adoption Social Worker

	Approved Social Worker
	Social work consultant (NHS)

	Mental Health Social Worker
	Care Manager

	Child Protection Social Worker 
	Care Navigator, Care Broker

	Children & Families Social Worker
	Case Manager 

	see also:

	Counsellor
	Representation and Advocacy Worker

	Youth Offending Support Officer
	


	role title:
	Therapist / Allied Health Professional
	code:
	E90

	description:

	Covers a range of roles, as follows:

Physiotherapists assess and treat people with physical problems caused by accident, ageing, disease or disability, using physical approaches in the alleviation of all aspects of the person's condition.

Chiropodists and podiatrists diagnose and treat abnormalities of the foot.  They give professional advice on prevention of foot problems and on proper care of the foot.

Dieticians and nutritionists translate the science of nutrition into practical information about food. They work with people to promote nutritional well being, prevent food related problems and treat disease.

Drama Therapists work with older people, disturbed adolescents, psychiatric patients or physically and mentally disabled people of all ages to help improve their balance, speech and overall basic social and life skills.

Dance Therapists use dance to help people express their feelings, build up their confidence and develop their potential.

Speech and Language Therapists work with people with communication and/or swallowing difficulties.

Art Therapists provide a psychotherapeutic intervention which enables people to effect change and growth by the use of art materials to gain insight and promote the resolution of difficulties.

Play Therapists help children to explore their feelings, to express themselves and to make sense of their life experiences.

Prosthetists provide care and advice on rehabilitation for patients who have lost or who were born without a limb, fitting the best possible artificial replacement.

Orthotists design and fit orthoses (callipers, braces etc.), which provide support to part of a patient's body, to compensate for paralysed muscles, provide relief from pain or prevent physical deformities from progressing.

Orthoptists diagnose and treat eye movement disorders and defects of binocular vision.

Psychotherapists help people suffering from emotional or personal difficulties such as anxiety, phobias, eating disorders or depression, by listening to clients, drawing attention to patterns of behaviour and encouraging self-understanding. Can work as Child Psychotherapist or Adult Psychotherapist - for the latter must be a Clinical Psychologist or Psychiatrist specialising in psychotherapy.

	typical tasks:

	Will vary according to role. 

	training/entry route and associated qualifications:

	Physiotherapists: Degree in physiotherapy, or 2 year MSc for graduates of biological or sports science, leading to state registration.

Chiropodist / podiatrist:  Full-time degree in chiropody/podiatry.

Dieticians: Degree in dietetics and/or nutrition. Graduates of e.g. physiology or biochemistry may study 2 year postgraduate course.

Drama Therapists: Postgraduate course in drama therapy (available full or part-time), including theoretical and workshop study with work experience.

Dance Therapists: Postgraduate course in dance movement therapy

Speech and Language Therapists: Degree in subject like speech and language therapy, clinical communication studies or speech pathology and therapy and speech sciences. One year supervised work before becoming registered with the Royal College of Speech and Language Therapists.

Art Therapists: Postgraduate qualification (usually Diploma) in art therapy or art psychotherapy, following first degree in art and design (or similar) and/or psychology.

Play Therapists: Usual entrance via social work or occupational therapy, undertaking a course validated by British Association of Play Therapists.

Prosthetists: Full-time 4 year degree BSc in prosthetics and orthotics, with final year spent in clinical practice.

Orthotists: Full-time 4 year degree BSc in prosthetics and orthotics, with final year spent in clinical practice.

Orthoptists: 3 year full-time degree course. NHS work requires state registration.

Psychotherapists: Degree in psychology and some professional experience in a relevant field (e.g. education, social work, psychiatric nursing) in order to enter postgraduate training

	jobs included:

	Physiotherapist; Chiropodist / Podiatrist; Dietician / Nutritionist; Drama Therapist; Dance Therapist; Speech and Language Therapist; Art Therapist; Play Therapist; Prosthetist; Orthotist; Orthoptist; Psychologist; Psychotherapist

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Welfare Rights Officer
	code:
	E95

	description:

	Welfare rights officers help individuals to maximise their income and give them advice about dealing with debt and general money difficulties. They may deal with issues to do with housing benefit, disabled living allowances, help for single parents with child benefits, council tax, employment benefit, sick pay, rent support, bereavement benefits, industrial injuries claims, etc. They may also deal with exemptions from certain charges (for prescriptions for example), concessions, free or low cost services and free aids, appliances and facilities. 

	typical tasks:

	· Explain regulations, suggest courses of action and assist individuals with form filling or letter writing

· Represent claimants at tribunals and similar bodies

· Help administer their centre (which would normally be a public or third sector agency)

· Give advice and support to various agencies, both statutory and voluntary: community associations, the Benefits Agency, Citizens Advice Bureau (CAB), etc.

· Produce publicity material and information about welfare rights and make it available to the public
· Teach on the welfare rights training programme and encourage the creation of local self help groups 

	training/entry route and associated qualifications:

	There are no minimum requirements and there is no directly related further educational equivalent or course of training to prepare people for this career. NVQs/SVQs at levels 3 and 4 in Advice and Guidance and work as a volunteer in other areas of community, youth work or counselling can be helpful as can a degree in social sciences or a legal background.

	jobs included:

	

	typical job titles:

	
	

	
	

	see also:

	
	


	role title:
	Police Community Support Officer
	code:
	F05

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Police Officer (Inspector and Above)
	code:
	F10

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Police Officer (Sergeant and Below)
	code:
	F15

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Probation Officer
	code:
	F20

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Victim Support Officer
	code:
	F25

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Witness Support Officer
	code:
	F30

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Attendance Officer
	code:
	G05

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Behaviour Manager / Specialist
	code:
	G10

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Careers Adviser
	code:
	G15

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Childcare Officer
	code:
	G20

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Connexions Personal Adviser
	code:
	G25

	description:

	Connexions Personal Advisers, working within Connexions, provide free and confidential information, advice and guidance service to 13 to 19 year olds and to young people with learning difficulties or disabilities up to the age of 25. They work to try to ensure that young people make a smooth transition to adulthood and working life.

	typical tasks:

	· work with young people aged 13-19 to establish their needs and offer information, advice, support and guidance as appropriate to help ensure successful progression in learning or employment

· help young people face challenges that may affect their capacity to take part in learning and work opportunities

· support schools, colleges, training institutions and employers in designing a range of local courses that will meet the needs of young people, particularly in careers education and acquiring decision-making skills

· work with voluntary, statutory and community agencies and commercial bodies to ensure a cohort approach to overcoming the barriers to learning and employment faced by young people

· work with parents, carers and families to support young people; manage information effectively to meet the needs of young people

· review and reflect upon professional practice to achieve continuous improvement in performance.

	training/entry route and associated qualifications:

	· A fully qualified personal adviser requires a qualification to at least level4/NVQ level 4 or equivalent in a relevant area such as careers guidance, youth work or social work.

	typical job titles:

	Connexions Personal Adviser
	

	
	

	
	

	see also:

	
	


	role title:
	Education Welfare Officer
	code:
	G30

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Educational Psychologist
	code:
	G35

	description:

	Educational psychologists tackle the problems encountered by children and young people in education, which may involve learning difficulties and social or emotional problems. They help promote learning, attainment and the healthy emotional development of children and young people aged 0-19 years.

They carry out a wide range of tasks with the aim of enhancing children's learning and enabling teachers to become more aware of the social factors affecting teaching and learning. The work of an educational psychologist can either be directly with a child (assessing progress, giving counselling) or indirectly (through their work with parents, teachers and other professionals).

	typical tasks:

	· assess children and young people’s learning and emotional needs;

· develop and supporting therapeutic and behaviour management programmes

· recommend formal actions to be made about the needs of a child or young persons needs including statements of special educational needs

· attend multi-disciplinary case conferences on how social, emotional, behavioural, and learning needs of children and young people might best be met;

· develop and review behaviour, and child development policies.

	training/entry route and associated qualifications:

	The educational psychology professional entry training in England is a three year full-time doctorate level course. The courses generally consist of a first year spent studying full time and in the second and third years students are employed by a local authority as a trainee educational psychologist, with one to two days study per week.  This leads to Graduate Basis for Chartered Membership (GBS) of the British Psychological Society (BPS), supplemented by a BPS accredited Doctorate in Educational Psychology.  In order to use the title ‘educational psychologist’, an employee will need to be registered with the Health Professions Council.

	typical job titles:

	Educational Psychologist
	

	
	

	
	

	see also:

	
	


	role title:
	Home-School Liaison Officer
	code:
	G40

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Other Pupil Welfare
	code:
	G45

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	School Welfare Assistant
	code:
	G50

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	SEN Coordinator
	code:
	G55

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Traveller Support
	code:
	G60

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Youth Adviser
	code:
	G65

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Youth Offending Support Officer
	code:
	G70

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Advisory Teacher (Unattached)
	code:
	H05

	description:

	Advisory teachers are seconded by LAs from classroom positions, usually for two or three years. They are generally based in LA offices or at a teachers' centre, and travel around to different schools in their authority. Advisory teachers usually specialise in some way. This may be in relation to a phase of education, such as primary, secondary or early years.  It may be to work on specific areas, such as truancy or special educational needs, or in particular curriculum subject areas.

	typical tasks:

	· Arrange in-service training

· Help schools prepare for inspections 

· Identify and disseminate good practice

· Reflect classroom teachers’ local concerns and issues back to the local authority

	training/entry route and associated qualifications:

	An Advisory Teacher will have qualified teacher status (see Classroom Teacher, H15).  In addition, the person would have experience and a track record of achievement in the area of their specialisation.  This may be accompanied by further qualifications, but this does not have to be the case.

	jobs included:

	

	typical job titles:

	Advisory Teacher
	Advisory Consultant

	
	

	
	

	see also:

	Classroom Teacher (H15)
	


	role title:
	Assistant Head
	code:
	H10

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Classroom Teacher
	code:
	H15

	description:

	The Classroom Teacher is responsible for providing an educational atmosphere where students have the opportunity to fulfil their potential for intellectual, emotional, physical, spiritual and psychological growth. The teacher is responsible for organizing and implementing an instructional program that will result in students achieving both academic and personal success.  They can choose to teach a particular age group, and this determines the type of school they work in and the subjects they teach.  Most teachers specialise in one of the main phases of education (Nursery, Primary, Secondary, or Special).

	typical tasks:

	· Plan, develop, organise and present instruction on subject material based on the National Curriculum

· Record attendance, test results and produce reports

· Manage student conduct

· Assess student learning

· Meet professional obligations (e.g. which would include extra-curricula activities such as running out-of-hours clubs, parent evenings etc.)

	training/entry route and associated qualifications:

	The route to qualifying as a teacher in England and Wales is through an Initial Teacher Training (ITT) course to obtain Qualified Teacher Status (QTS). The main ways of training are: a first degree course leading to QTS/TQ; a first degree followed by a Postgraduate Certificate of Education (PGCE); or achieving registration as a qualified teacher with the GTC following teacher training overseas.
Teachers in the maintained sector in England and Wales are required to have a current registration with the appropriate General Teaching Council.

	jobs included:

	Professionally qualified teachers of all types and in all settings e.g. LA mainstream schools, special schools, social care settings, Pupil Referral Units (PRUs), Academies, Independent schools etc.

	typical job titles:

	Classroom Teacher
	Excellent Teacher

	Advanced Skills Teacher (AST)
	Teacher

	see also:

	Teacher: Engaged to Teach in a PRU (H65)
	Classroom Teacher (LA Supply Pool) (H20)

	Peripatetic Teacher (Unattached) (H55)
	Teacher: Engaged to Teach in Miscellaneous Establishments (H70)

	Advisory Teacher (H05)
	Teacher: Engaged for Non-School Education (H60) 


	role title:
	Classroom Teacher (LA Supply Pool)
	code:
	H20

	description:

	A qualified teacher retained by the LA to undertake short-term periods of teaching at schools that have an immediate need for teaching cover.

	typical tasks:

	· Present instruction on subject material based on the National Curriculum

· Record attendance, test results and produce reports

· Manage student conduct

· Assess student learning

	training/entry route and associated qualifications:

	The route to qualifying as a teacher in England and Wales is through an Initial Teacher Training (ITT) course to obtain Qualified Teacher Status (QTS). The main ways of training are: a first degree course leading to QTS/TQ; a first degree followed by a Postgraduate Certificate of Education (PGCE); or achieving registration as a qualified teacher with the GTC following teacher training overseas.
Teachers in the maintained sector in England and Wales are required to have a current registration with the appropriate General Teaching Council.

	jobs included:

	As for Classroom Teachers (see H15)

	typical job titles:

	Supply Teacher
	LA Supply Teacher

	
	

	
	

	see also:

	Classroom Teacher (H15)
	


	role title:
	Deputy Head
	code:
	H25

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Head Of Department
	code:
	H30

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Head Of House
	code:
	H35

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Head Of Year
	code:
	H40

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Head Teacher
	code:
	H45

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Music Tuition (Including Peripatetic)
	code:
	H50

	description:

	Teachers engaged for music tuition are responsible for teaching groups of pupils or individual pupils.  The role covers singing tuition and teaching musical instruments.  Peripatetic music teachers may teach at a number of different schools on a regular basis.

	typical tasks:

	· Plan individual lessons and overall schemes of work for groups of pupils or individuals

· Teach individual and/or group lessons lasting from 15 minutes to an hour or longer, generally incorporating elements of general musicianship, such as aural training and theory, as well as instrumental technique and interpretation

· Prepare pupils for performances, examinations, auditions and festivals

· Arrange lesson schedules, collect fees and enter students for examinations

	training/entry route and associated qualifications:

	A private or peripatetic music teacher will normally have a degree and many have further teaching and/or performance qualifications.  The teacher should possess musical competence and knowledge of their instrument, plus a commitment to and understanding the teaching and learning process.

	jobs included:

	Teaching may take place in a school or college or a community-based setting.  They may travel to teach students or may work at their own home.  They may be employed by a local authority music service to teach in schools, or by a privately or publicly funded music centre, or they may be self-employed.

	typical job titles:

	Peripatetic Music teacher
	Music Instructor

	Music Teacher
	

	see also:

	Music Specialist (J45)
	


	role title:
	Peripatetic Teacher (Unattached)
	code:
	H55

	description:

	Peripatetic teachers visit schools and help individual children, usually those with statements.  They provide specialist support to help meet the targets on the child’s statement and/or Individual Education Plan (IEP).  Peripatetic teachers also teach children at home if they are unable to attend school for a long period of time due to ill-health.  They are usually employed by the LA.

	typical tasks:

	· Plan, develop, organise and present instruction on subject material based on the National Curriculum

· Record attendance, test results and produce reports

· Manage student conduct

· Assess student learning

· Meet professional obligations (e.g. which would include extra-curricula activities such as running out-of-hours clubs, parent evenings etc.)

	training/entry route and associated qualifications:

	The route to qualifying as a teacher in England and Wales is through an Initial Teacher Training (ITT) course to obtain Qualified Teacher Status (QTS). The main ways of training are: a first degree course leading to QTS/TQ; a first degree followed by a Postgraduate Certificate of Education (PGCE); or achieving registration as a qualified teacher with the GTC following teacher training overseas.
Teachers in the maintained sector in England and Wales are required to have a current registration with the appropriate General Teaching Council.

	jobs included:

	Professionally qualified teachers of all types and in all settings e.g. mainstream schools, special schools, social care settings, Pupil Referral Units (PRUs), Academies, Independent schools, individual homes etc.

	typical job titles:

	Peripatetic Teacher
	Peripatetic Tutor

	
	

	
	

	see also:

	Classroom Teacher (H15)
	Teacher: Engaged For Non-School Education (H60)


	role title:
	Teacher: Engaged For Non-School Education
	code:
	H60

	description:

	A teacher engaged by a local authority to fulfil its responsibilities to provide education to pupils who for some reason are not presently being taught in school.  Such pupils might include those who have been excluded from school on a permanent or fixed period basis; those who are unable to attend school for medical reasons; those who are awaiting placement in a maintained school; medical reasons such are school refusal/ phobia; if made necessary by circumstances such as teenage pregnancy/ motherhood.  A teacher engaged for these purposes is a fully qualified classroom teacher, but a degree of flexibility and mobility is often required.

	typical tasks:

	· Present instruction on subject material based on the National Curriculum

· Monitor student conduct and well being

· Monitor learning process

· Complete testing and reporting on the student using schemes set the local authority

	training/entry route and associated qualifications:

	The route to qualifying as a teacher in England and Wales is through an Initial Teacher Training (ITT) course to obtain Qualified Teacher Status (QTS). The main ways of training are: a first degree course leading to QTS/TQ; a first degree followed by a Postgraduate Certificate of Education (PGCE); or achieving registration as a qualified teacher with the GTC following teacher training overseas.
Teachers in the maintained sector in England and Wales are required to have a current registration with the appropriate General Teaching Council.

	jobs included:

	

	typical job titles:

	Teacher
	

	
	

	
	

	see also:

	Classroom Teacher (LA Supply Pool) (H20)
	Teacher: Engaged To Teach In Miscellaneous Establishments (H70)


	role title:
	Teacher: Engaged To Teach In A Pupil Referral Unit
	code:
	H65

	description:

	PRUs are a type of school set up and run by LAs to provide education for children who cannot for various reasons attend a mainstream or special school.  The Teacher engaged to teach in a Pupil Referral Unit (PRU) is responsible for providing an educational atmosphere where students have the opportunity to fulfil their potential for intellectual, emotional, physical, spiritual and psychological growth. The teacher is responsible for organizing and implementing an instructional program that will result in students achieving both academic and personal success.

	typical tasks:

	· Plan, develop, organise and present instruction on subject material based on the National Curriculum

· Record attendance, test results and produce reports

· Manage student conduct

· Assess student learning

· Meet professional obligations (e.g. which would include liaising with mainstream schools having pupils in the PRU, and extra-curricula activities)

	training/entry route and associated qualifications:

	A teacher in a pupil referral unit will be have qualified teacher status (see Classroom Teacher, H15). In addition, PRU teachers may have additional training to equip them for dealing with discipline problems and other specialised areas.

	jobs included:

	

	typical job titles:

	PRU Teacher
	

	
	

	
	

	see also:

	Advisory Teacher (H05)
	Classroom Teacher (H15)


	role title:
	Teacher: Engaged To Teach In Miscellaneous Establishments
	code:
	H70

	description:

	Miscellaneous establishments cover a wide range of provision, including outdoor education centres. The Teacher engaged to teach in a Miscellaneous establishment is responsible for providing an educational atmosphere where students have the opportunity to fulfil their potential for intellectual, emotional, physical, spiritual and psychological growth. The teacher is responsible for organizing and implementing an instructional program (often related to outdoor pursuits) that will help students develop as individuals.

	typical tasks:

	· Plan, develop, organise and present instruction on subject material based on the National Curriculum

· Record attendance, test results and produce reports

· Manage student conduct

· Assess student learning

· Meet professional obligations (e.g. which would include extra-curricula activities such as running out-of-hours clubs, parent evenings etc.)

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	Classroom Teacher (H15
	


	role title:
	Bursar
	code:
	J05

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Cover Supervisor
	code:
	J10

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Creative Arts Specialist
	code:
	J15

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Education Officer
	code:
	J20

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Exam Invigilator
	code:
	J25

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Examinations Officer
	code:
	J30

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Extended Schools Manager / Support
	code:
	J35

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Learning Manager
	code:
	J40

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Music Specialist
	code:
	J45

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Building Control Officer
	code:
	K05

	description:

	Building control officers work in the building industry, ensuring that regulations on public health, safety, energy conservation and disabled access are met.

	typical tasks:

	· Examine building plans to ensure compliance with local, statutory and other requirements

· Inspect building structure, sanitation, lighting, ventilation and fire precautions to determine suitability for habitation

· Visit building sites, examine foundations and inspect drains to ensure compliance with regulations

· Inspect structural condition of buildings for insurance and mortgage purposes

· Prepare reports and recommendations on all inspections made

	training/entry route and associated qualifications:

	Minimum entry qualifications are five GCSE/Standard grade passes at grade C or better, including maths, a science and proof of English language ability. Many employers will look to degree-level entrants, however. There is an S/NVQ Level 4 in Building Control available, providing an alternative route into the profession.

	jobs included:

	

	typical job titles:

	Building control officer
	Building Inspector

	
	

	see also:

	
	


	role title:
	Care and Support Services Technician
	code:
	K10

	description:

	Equipment technicians work with service users, health and social care professionals and others to identify and meet service users’ needs on the provision, use and maintenance of appropriate aids and equipment of all types, including electronic and electro-mechanical equipment.

	typical tasks:

	· Involvement in service user assessment

· Adjusting and explaining equipment

· Maintaining and servicing equipment

· Ensuring performance and safety

· Monitoring and recording service user activity and progress

· Custom manufacture of aids such as wheelchairs and speech synthesisers for individual service users

	training/entry route and associated qualifications:

	No specific minimum entry requirements, but employers usually expect 4GCSE's (A-C), science A-Level/s, BTEC in electronics or an engineering degree.

Background checks including a CRB check are likely to be required.

	jobs included:

	

	typical job titles:

	Equipment Technician
	Rehabilitation Officer 

	Equipment Aid 
	Rehabilitation Engineer 

	Equipment Engineer
	Hearing Technician 

	Guide Dog Assistant 
	

	see also:

	
	


	role title:
	Engineering Professional
	code:
	K15

	description:

	Engineering professionals plan, organise and technically supervise the construction, testing, installation and maintenance of mechanical, structural, chemical, electrical and electronic systems and equipment, advise and direct technical aspects of production programmes, and plan production schedules and work procedures to ensure efficiency and quality.

	typical tasks:

	· Researches into problem areas to advance basic knowledge, evaluate new theories and techniques and to solve specific problems;
· Designs structures such as roads, dams, bridges, railways, hydraulic systems, sewerage systems, industrial and other buildings and plans the layout of tunnels, wells and construction shafts;

· Organises and plans projects, arranges work schedules, carries out inspection work and plans maintenance control;
· Determines and specifies construction methods, materials, quality and safety standards and ensures that equipment operation and maintenance comply with design specifications;

· Organises and establishes control systems to monitor operational efficiency and performance of materials and systems.

	training/entry route and associated qualifications:

	Civil engineers usually possess an accredited three or four-year degree in civil engineering or engineering science or an accredited Higher National Diploma or Certificate. Chartered engineers possess an accredited university degree. After qualifying, periods of appropriate training and experience are required before membership of a chartered engineering institution. Incorporated engineers possess an accredited university degree, BTEC/SQA award or an apprenticeship leading to an NVQ/SVQ at Level 4.  All routes are followed by periods of appropriate training and relevant experience. 

	jobs included:

	Includes civil engineers, mechanical engineers, electrical engineers, planning and quality control engineers and all other professionally qualified engineers. 

	typical job titles:

	City engineer
	Structural engineer

	Civil engineer
	Electrical engineer

	Planning engineer
	Mechanical engineer

	see also:

	
	


	role title:
	ICT Network Manager
	code:
	K20

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	ICT Professional
	code:
	K25

	description:

	Information and Communication Technology Professionals advise clients as to the effective utilisation of information technology and develop and implement software for clients.

	typical tasks:

	· Liaise with clients in order to analyse business procedure, clarify customer requirements and to define the scope of existing software, hardware and network arrangements
· Communicate the impact of emerging technologies to clients and advise upon the potential introduction of such technology
· Provide advice and assistance in the procurement, provision, delivery, installation, maintenance and use of information systems and their environments
· Investigate, plan, design and develop software solutions within stated constraints
· Install, implement and maintain the reliability and security of software systems as business functions
· Write operational documentation and provide subsequent support and training for users

	training/entry route and associated qualifications:

	Entrants usually possess a degree or equivalent qualification, although entry with other academic qualifications and/or relevant experience is possible.  There are a variety of vocational, professional and postgraduate qualifications available.

	jobs included:

	

	typical job titles:

	Software engineer
	Computer consultant

	Systems analyst
	Computer programmer

	
	

	see also:

	
	


	role title:
	ICT Technician
	code:
	K30

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	ICT User Support Staff
	code:
	K35

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	School Science Technician
	code:
	K40

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	School Technician (Non-Science)
	code:
	K45

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Technician (Other)
	code:
	K50

	description:

	Technicians perform a variety of technical support functions to assist the work of scientists and technologists. They may assist in the design, development and maintenance of electronic systems, perform technical quality assurance related tasks, and perform various other technical support functions for scientific professionals.

	typical tasks:

	· Plan and prepare work and test schedules based on specifications and drawings
· Set up scientific, electronic, or other technical equipment to perform functional and inspection tests
· Analyse and interpret the results of tests undertaken and write up reports upon completion
· Set up apparatus for experimental, demonstration or other purposes
· Assist scientific and technological professionals as directed

	training/entry route and associated qualifications:

	Entry varies from employer to employer.  Entrants usually possess GCSEs/S grades, a BTEC/SQA award or an Intermediate GNVQ/GSVQ Level II.  Professional qualifications are available and may be required in some areas of work.

	jobs included:

	Includes all technician roles not included in Care and Support Services Technician (K10), Engineering Technician (K15), ICT Technician (K30), School Science Technician (K40) and School Technician (non-science) (K45). 

	typical job titles:

	
	

	
	

	see also:

	
	


	role title:
	Architect
	code:
	L05

	description:

	Architects plan and design the construction and development of buildings and land areas with regard to functional and aesthetic requirements.

	typical tasks:

	· Liaise with client and other professionals to establish building type, style, cost limitations and landscaping requirements
· Study condition and characteristics of site, taking into account drainage, topsoil, trees, rock formations, etc.
· Analyse site survey and advises client on development and construction details and ensure that proposed design blends in with the surrounding area
· Prepare detailed scale drawings and specifications for design and construction and submit these for planning approval
· Monitor construction work in progress to ensure compliance with specifications

	training/entry route and associated qualifications:

	Entrants require a professional qualification in architecture that will encompass an accredited degree and postgraduate qualification, and at least two years practical experience.

	jobs included:

	

	typical job titles:

	Architect
	Architectural consultant

	Landscape architect
	Chartered architect

	
	

	see also:

	
	


	role title:
	Archivist / Curator
	code:
	L10

	description:

	Archivists and Curators collect, appraise and preserve collections of recorded and other material of historical interest.

	typical tasks:

	· Examine, appraise and advise on acquisition of exhibits, government papers and other material

· Classify material and arrange for its safe keeping and preservation

· Maintain indexes, bibliographies and descriptive details of archive material and arrange for reproductions of items where necessary

· Liaise with school and other groups or individuals, publicise exhibits and arrange special displays for general, specialised or educational interest

· Allow access to original material or material not on display for researchers

· Answer verbal or written enquiries and give advice on exhibits or other material

	training/entry route and associated qualifications:

	There are no formal academic requirements although entrants usually possess a degree or higher degree.  Many postgraduate courses require applicants to have gained relevant practical experience prior to entry.  Training is typically received on-the-job.  Professional qualifications leading to NVQs/SVQs in Curatorial and Conservation Skills at Levels 3, 4 and 5 are available.

	jobs included:

	

	typical job titles:

	Archivist
	Curator

	
	

	see also:

	
	


	role title:
	Chartered Surveyor
	code:
	L15

	description:

	Chartered surveyors conduct surveys related to the measurement, management, valuation and development of land, natural resources, buildings, other types of property, and infrastructure such as harbours, roads and railway lines.

	typical tasks:

	· Survey, measure and describe land surfaces to establish property boundaries and to aid with construction or cartographic work

· Survey mines, prepare drawings of surfaces, hazards and other features to control the extent and direction of mining

· Survey buildings to determine necessary alterations and repairs

· Measure shore lines, elevations and underwater contours, establish high and low water marks, plot shore features and define navigable channels

	training/entry route and associated qualifications:

	Entry requirements to professional bodies vary.  Entrants usually possess an accredited degree, equivalent qualification and/or postgraduate qualification.  Entrants must also have successfully completed a probationary training period and professional assessment.

	jobs included:

	

	typical job titles:

	Chartered Surveyor
	Building Surveyor

	Land Surveyor
	Surveyor and Estimator

	
	

	see also:

	
	


	role title:
	Conservation / Environmental Protection Officer
	code:
	L20

	description:

	Conservation / Environmental Protection Officers are responsible for ensuring that the environment is protected via its management and conservation. They promote awareness and understanding of the natural environment within the local community, and help to develop and implement appropriate policies to achieve these objectives.

	typical tasks:

	· Promote and implement local and national biodiversity action plans, particularly in relation to threatened species and habitats

· Carry out environmental impact assessments and field surveys

· Implement, evaluate and monitor schemes for the management and protection of natural habitats

· Liaise with other groups in the selection and maintenance of the Protected Site System including Special Areas of Conservation (sacs), Ramsar sites, and Sites of Special Scientific Interest (sssis) and National Nature Reserves (nnrs)

· Maintain and develop knowledge in relevant policy areas within a national and European legislative context

· Promote conservation issues via educational talks, displays, workshops and literature and liaison with the media

· Prepare applications for funding to other organisations, and assessing applications for funding from other organisations

	training/entry route and associated qualifications:

	Entrants normally require a degree in a relevant subject, sometimes with a related postgraduate qualification.  Entry is also possible with a relevant BTEC/SQA Award or HND.  Prior practical work experience (which may be on a voluntary basis) is needed for most posts.  Additional on-the-job training is available.

	jobs included:

	

	typical job titles:

	Conservation Officer
	Conservationist

	Environmental Protection Officer
	

	see also:

	
	


	role title:
	Countryside and Park Ranger / Warden
	code:
	L25

	description:

	Countryside and park rangers look after the countryside for the benefit of wildlife and the public through practical conservation, environmental education and liaison between land owners, local communities and visitors.

	typical tasks:

	· Advise visitors, organise guided walks and answer questions from the public about an area and its wildlife

· Encourage environmental education through addressing schools and community groups

· Patrol an area to monitor damage, erosion, access to rights of way and the state of footpaths and other facilities, and carry out remedial maintenance work as necessary

· Act as an intermediary between land owners, visitors and the local community in disputes over rights of access

· Works with the emergency services in instances of fire, flood, injury or mountain rescue

	training/entry route and associated qualifications:

	Entrants usually possess a BTEC/SQA higher award or degree although some employers may require a higher degree or postgraduate qualification.  A majority of entrants have prior practical experience.  A range of training courses from professional associations and NVQs/SVQs in Environmental Conservation at Levels 2 and 3 are available.

	jobs included:

	

	typical job titles:

	Countryside Ranger
	Countryside Warden

	Environmental Warden
	Park Ranger

	Park Officer
	

	see also:

	
	


	role title:
	Economic Development Officer
	code:
	L30

	description:

	Economic Development Officers improve the economy of an area, by attracting new businesses, encouraging investment opportunities, increasing job opportunities, promoting leisure and tourism and identifying opportunities for sustainable growth and development.

	typical tasks:

	· Carry out surveys, research and consultations in order to develop local economic development strategies

· Create an action plan in order to implement the economic development strategy and monitor its progress

· Seek opportunities for external funding and design and implement bids

· Project manage economic development and regeneration schemes

· Provide advice for local entrepreneurs and business start-ups

· Act as a first point of call for investment enquiries

· Promote the development of tourism in the area

· Encourage sustainable business practices

	training/entry route and associated qualifications:

	There are no specific minimum requirements, but most employers ask for a degree in a relevant subject, such as economics, planning, business studies, geography or estates management.

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Environmental Health Officer
	code:
	L35

	description:

	Environmental Health Officers use specialist technical skills and knowledge to protect people from health risks associated with the environment in which they live and work.  They maintain and safeguard standards, including taking legal action to enforce relevant legislation with regard to public health policy.

	typical tasks:

	· Inspect businesses for compliance with legislation on health and safety, food hygiene and food standards and take appropriate action in the event of non-compliance

· Follow up complaints of unsafe workplaces, investigating accidents

· Investigate outbreaks of food poisoning, infectious diseases or pests
· Monitor radiation activity, levels of noise, air, land and water pollution and take appropriate action when safety levels are exceeded

· Ensure animal welfare for compliance with legislation, issue licences for premises such as pet shops, zoos and abattoirs

· Give talks at public enquiries and meetings, ensure compliance through education, advice and enforcement

	training/entry route and associated qualifications:

	Entrants normally require a degree accredited by the Chartered Institute of Environmental Health (CIEH) or the Royal Environmental Health Institute of Scotland (REHIS) in addition to a work-based training placement, followed by professional examinations.

	jobs included:

	

	typical job titles:

	Environmental Health Officer
	Public Health Officer

	Environmental Health Inspector
	

	
	

	see also:

	
	


	role title:
	Librarian
	code:
	L40

	description:

	Librarians appraise, obtain, index, collate and make available library acquisitions and organise and control other library services.

	typical tasks:

	· Select and arrange for the acquisition of books, periodicals, audio-visual and other material

· Collect, classify and catalogue information, books and other material

· Prepare and circulate abstracts, bibliographies, book lists, etc.

· Identify the information needs of clients, seek out and evaluate information sources

· Establish information storage systems to deal with queries and to maintain up to date records

· Manage library borrowing and inter-library loan facilities

	training/entry route and associated qualifications:

	Entry will require an accredited degree or postgraduate qualification.  Most postgraduate courses require applicants to have had up to twelve months work experience.  Professional qualifications and NVQs/SVQs in Information and Library Service are available at Levels 2, 3 and 4.

	jobs included:

	

	typical job titles:

	Librarian
	Branch Librarian

	Chartered Librarian
	

	
	

	see also:

	
	


	role title:
	Planning Officer
	code:
	L45

	description:

	Planning officers direct or undertake the planning of the layout and the co-ordination of plans for the development of urban and rural areas.

	typical tasks:

	· Analyse information to establish the nature, extent, growth rate and likely development requirements of the area
· Consult statutory bodies and other interested parties to ensure that local interests are catered for and to evaluate competing development proposals
· Draft and present graphic and narrative plans, affecting the use of public and private land, housing and transport facilities
· Examine and evaluate development proposals submitted and recommend acceptance, modification or rejection
· Liaise with national and local government and other bodies to advise on urban and regional planning issues

	training/entry route and associated qualifications:

	Entrants usually possess either an accredited degree or postgraduate qualification and must have completed at least two years work experience in town planning before gaining professional status.

	jobs included:

	

	typical job titles:

	Town Planner
	Planning Officer

	
	

	see also:

	
	


	role title:
	Registrar Of Births, Deaths and Marriages
	code:
	L50

	description:

	Registrars of Births, Deaths and Marriages collect and record the details of all births, stillbirths, deaths, marriages and civil partnerships in your area. They also perform marriage, civil partnership, citizenship and naming ceremonies at register offices and other venues.

	typical tasks:

	· Interview parents and relatives after a birth or a death

· Complete computerised and paper records 

· Issue birth or death certificates 

· Inform the coroner if there are any suspicious circumstances surrounding a death 

· Collect statistics to send to the General Register Office 

· Perform wedding interviews and civil ceremonies

	training/entry route and associated qualifications:

	Entrants typically possess a degree or an equivalent qualification.  Entry is also possible by internal promotion for those with appropriate experience.  Training is typically provided on-the-job in the form of short courses for specialist areas.

	jobs included:

	

	typical job titles:

	Registrar of births, deaths and marriages
	Superintendent registrar

	
	

	see also:

	
	


	role title:
	Trading Standards Officer
	code:
	L55

	description:

	Trading Standards Officers work to safeguard the public – they undertake investigations and inspections to verify and ensure compliance with acts, regulations and other requirements regarding weights, measures and trade descriptions, the installation and safety of electrical, gas and water supplies and equipment and the welfare, health and safety in all workplaces.

	typical tasks:

	· Inspect measuring and similar equipment in factories and visit street traders, shops, garages and other premises to check scales, weights and measuring equipment

· Inspect work sites to ensure adequate cleanliness, lighting and ventilation, check for fire hazards and inspect storage and handling arrangements of dangerous materials

· Visit sites during construction and inspect completed installations of electricity, gas or water supply

· Draw attention to any irregularities or infringements of regulations and advise on ways of rectifying them

· Investigate industrial accidents or any complaints made by the public, prepare reports and recommendations on all inspections made and recommend legal action where necessary

· Provide legal advise to people about their consumer rights

	training/entry route and associated qualifications:

	Entrants usually possess A levels/H grades, a degree or equivalent qualification.  Professional qualifications, postgraduate diplomas and NVQs/ SVQs at Levels 3 and 4 are available and may be required in some occupations.

	jobs included:

	

	typical job titles:

	Trading Standards Officer
	Inspector of weights and measures

	Installation inspector
	

	
	

	see also:

	
	


	role title:
	Other Professional / Associate Professional Role
	code:
	M00

	description:

	Professional, associate professional or technical roles require a high level of knowledge and experience in a work-related subject. Roles can be involved in the practical application of existing knowledge, increasing understanding through research and development, or disseminating this knowledge by teaching or other means. Other roles offer technical and/or skilled support to professionals and assume operational responsibility of complex tasks and/or process and machinery.

This code should only be used where a professional, associate professional or technical role cannot be classified under any pre-existing role code.

	training/entry route and associated qualifications:

	Professional roles often require a degree or equivalent qualification, with some roles requiring postgraduate qualifications and/or a formal period of experience-related training.

Associate professional and technical roles require an associated high-level vocational qualification, often involving a substantial period of full-time training or further study. Some additional task-related training is usually provided through a formal period of induction.

	jobs included:

	Any professional, associate professional or technical roles that are not covered by any of the role codes in the groups Business Professionals and Associate Professionals (C01-C13), Health and Social Welfare Professionals and Associate Professionals (D01-D14), Child Welfare Professionals and Associate Professionals (E01-E14), Teaching Professionals (F01-F14), Education Professionals (G01-G11), Science and Technology Professionals and Associate Professionals (H01-H10) and Public Service Professionals and Associate Professionals (J01-J11).


3.3 Administrative, Secretarial and Customer Service Roles

	role title:
	Administrative Officer / Assistant
	code:
	N05

	description:

	Administrative Officers and Assistants undertake a variety of clerical duties in their employers’ offices and departments.

	typical tasks:

	· Operate data processing equipment to update and maintain data, correspondence and other records for storage or despatch

· Arrange, classify and index publications, correspondence and other material in libraries and offices

· Compute cost of product/services and maintain and balance records of financial transactions
· Prepare and check invoices and verifies accuracy of records

· Perform general clerical duties including preparing financial information for management, proof reading printed material and drafting letters in reply to correspondence or telephone enquiries 

	training/entry route and associated qualifications:

	Entry is most common with GCSEs/S grades. Evidence of keyboard skills may also be required in some posts.  Off- and on-the-job training is provided.  NVQs/SVQs in Administration are available at Levels 2 and 3.

	jobs included:

	

	typical job titles:

	Administrative Officers
	Administrative Assistants

	Administrative support officers
	Clerical officers

	Clerical Assistants
	

	see also:

	
	


	role title:
	Benefits and Local Taxation Officer
	code:
	N10

	description:

	Benefits and Local Taxation Officers calculate the liability of local residents to pay council tax, any amounts owed and administer the systems for requesting and collecting payment. They are also responsible for calculating and administering other financial assistance that may be available. 

	typical tasks:

	· Ensure database of claimants and taxpayers’ is up to date and accurate

· Prepare and dispatch council tax bills, direct debit instructions, reminder notices, summonses and other important correspondence

· Process benefit application forms, checking details with external agencies, and calculating the final benefits due

· Negotiate, agree and monitor recovery arrangements made with taxpayers who have had difficulties with payments

· Assist customers with queries about tax and eligibility for benefits

	training/entry route and associated qualifications:

	There are no standard entry requirements. Most employers’, however, ask for a minimum of four GCSEs/S grades at C/3 or above, including English and maths. Equivalent qualifications such as NVQs/SVQs or intermediate GNVQ/GSVQ business are usually acceptable alternatives.

	jobs included:

	

	typical job titles:

	Benefits and Local Taxation Officer
	Local Taxation Officer

	BLT Officer
	Benefits Officer

	
	

	see also:

	
	


	role title:
	Call Centre Agent / Operator
	code:
	N15

	description:

	Call centre agents and operators receive and respond to telephone calls from potential and existing service users and customers regarding the products and services offered by an organisation.

	typical tasks:

	· Answer incoming telephone calls from existing or prospective service users
· Interview caller to establish the nature of any complaint or the requirements of the client
· Inform existing and potential service users customers on any immediate action to be taken, and refer the matter to a more senior member of staff if necessary;

· Advise on services available 

· Maintain details of calls received, the action taken as a result of a call and update customer database as required
· Arrange for field staff to visit the caller if further assistance is required

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, although many employers expect candidates to possess GCSEs/S grades. Training is typically provided on-the-job, supplemented by specialist short courses.

	jobs included:

	

	typical job titles:

	Call Centre Operator
	Telephone Adviser

	Call Centre Operator
	

	
	

	see also:

	Telephonist
	


	role title:
	Customer Service Officer
	code:
	N20

	description:

	Customer Service Officers are often the first point of contact for members of the public asking for information about the services offered by an organisation. They receive and deal with queries, complaints or further requirements of service users.

	typical tasks:

	· Receive enquiries from potential and existing customers or service users, discusses requirements, and recommends services or provides other relevant information
· Address customer and service users complaints and problems
· Inform service users about any extra benefits or entitlements they may not know about
· Provide information to service users, maintain the accuracy of records and check and verify documentation

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, although many employers expect candidates to possess GCSEs/S grades.  Training is typically provided on-the-job, supplemented by specialist short courses.

	jobs included:

	

	typical job titles:

	Customer Service Officer
	Customer representative

	Complaints Officer
	Information officer

	
	

	see also:

	Public Relations/Communications officer 
	


	role title:
	Finance Assistant
	code:
	N25

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Library Assistant / Clerk
	code:
	N30

	description:

	Library assistants and clerks classify, sort and file publications, documents, audio-visual and computerised material in libraries and offices.

	typical tasks:

	· Sort, catalogue and maintain library records

· Locate and retrieve material on request for borrowers

· Issue library material and record date of issue/ due date for return;

· Classify, label and index new books
· Perform simple repairs on old books

	training/entry route and associated qualifications:

	There are no minimum academic requirements, although entrants usually possess GCSEs/S grades.  Training is usually provided on-the-job. NVQs/ SVQs in Information and Library Services are available at Levels 2 and 3.

	jobs included:

	

	typical job titles:

	Library Assistant
	Library Clerk

	
	

	see also:

	Librarian
	


	role title:
	Personal Assistant (Secretarial)
	code:
	N35

	description:

	Secretarial Personal Assistants perform a variety of secretarial tasks for individuals or within organisations.

	typical tasks:

	· Act as a first point of contact for a manager with colleagues and people from outside organisation
· Arrange appointments, organise travel arrangements and make reservations
· Maintain, sort and file correspondence and other documentation
· Write down dictated matter in shorthand and transcribe it into typewritten form
· Attend meetings and keep records of proceedings

	training/entry route and associated qualifications:

	There are no minimum academic requirements, although entry to professional secretarial courses typically requires GCSEs/S grades.  NVQs/SVQs are available in Administration at Levels 2, 3 and 4.

	jobs included:

	

	typical job titles:

	Personal Assistant
	Personal Secretary

	Personal Managerial Assistant
	

	
	

	see also:

	
	


	role title:
	Receptionist
	code:
	N40

	description:

	Receptionists receive and direct telephone calls and visitors to commercial, government and other establishments.

	typical tasks:

	· Receive callers and clients and direct them to the appropriate person or department
· Record the details of enquiries and make appointments and reservations
· Deal with telephone enquiries
· Supply brochures, pamphlets and other information for clients
· Record details of visitors, issue security passes and inform visitors of any actions to be taken in case of an emergency

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, although many employers expect entrants to possess GCSEs/S grades.  There are a variety of relevant vocational qualifications available.  NVQs/SVQs in Administration are available at Level 2 and encompass various aspects of reception work.  Professional qualifications are also available.

	jobs included:

	

	typical job titles:

	Receptionist
	Secretary Receptionist

	
	

	see also:

	
	


	role title:
	School Office Manager
	code:
	N45

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	School Secretary
	code:
	N50

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Telephonist
	code:
	N55

	description:

	Telephonists receive and direct callers in commercial, governmental and other establishments, and operate switchboards to advise on, and assist with, making telephone calls and to relay incoming, outgoing and internal calls.

	typical tasks:

	· Receive callers and direct them to appropriate person or department

· Operate switchboard to connect outgoing calls or to relay incoming or internal calls
· Report any faults on telephone operating system
· Give advice on dialling and other special features available
· Provide directory information, dialling codes and details of charges
· Alert emergency services in cases of fire, crime or accident

	training/entry route and associated qualifications:

	Academic qualifications may not be required.  On-the-job training is provided.

	jobs included:

	

	typical job titles:

	Telephonist
	Telephone operator

	
	

	
	

	see also:

	
	


	role title:
	Other Administrative, Secretarial or Customer Service Role
	code:
	P00

	description:

	Administrative, secretarial and customer service roles undertake general administrative, clerical and secretarial work, perform a variety of specialist client-oriented clerical duties, and provide information and assistance to customers and other service users. 

This code should only be used where an administrative, secretarial and customer service role cannot be classified under any pre-existing role code.

	training/entry route and associated qualifications:

	A good standard of general education. Certain occupations will require further additional vocational training to a well defined standard (e.g. typing or shorthand).

	jobs included:

	Any administrative, secretarial or customer service roles that are not covered by any of the role codes in the group Administrative, Secretarial or Customer Service Roles (L01-L11).


3.4 Personal Service Roles
	role title:
	Care Worker
	code:
	Q05

	description:

	Care Workers/Assistants are the front line staff in all care settings. They work with all types of service users receiving direct care, attending to their personal needs and comforts. Providing personal care (as defined in relevant regulations, but including assistance with bodily functions such as feeding, bathing, and toileting if required; taking food, refreshment and medication; mobility; bed making; monitoring and recording temperature, pulse, respiration etc) is the predominant part of the work, i.e. takes up 50% or more of the time.

Care Workers work as part of a larger team and are supervised by a manager or senior Care Worker. Their work is defined by a care plan, which is developed by a Social Worker or care manager to meet the assessed needs of the service user.

	typical tasks:

	Their duties vary depending on the needs of the service user but can include:

· Assisting and enabling service users to dress, undress, wash, use the toilet and bathe

· Serving meals to residents at table or in bed, and assists with feeding if required

· Generally assisting with service users’ overall comfort and well being

· Providing interest and activities to stimulate and engage the service user

· Helping with daily activities such as letter writing, paying bills, collecting benefits

· Undertaking light cleaning and domestic duties including meal preparation as required

· Monitoring service users’ conditions by taking temperature, pulse, respiration and weight, and contributes to record keeping

· Liaising with professional staff in carrying out care plans etc.

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, but experience of working in a care environment is desirable.  Both off- and on-the-job training is available and entrants are required to complete industry-standard induction training. Training is also given in food hygiene, first aid, manual handling and other aspects of health and safety. For some jobs, e.g. in residential child care, there are minimum age requirements.

A wide range of qualifications including NVQs/SVQs covering various aspects of care are available. Background checks including a CRB check are likely to be required.

	jobs included:

	Care Workers, assistants and care staff in all settings: care homes, day care, domiciliary care, home care, residential child care. Also includes driver/care assistant.

In health settings jobs can include Health Care Assistant, Nursing Auxiliary, Auxiliary Nurse, Clinical Support Worker, Therapy Assistant, Therapy Helper, Trainee Assistant Practitioner and Assistant Practitioner

	typical job titles:

	Care Worker
	Carer 

	Care Assistant
	

	see also:

	Senior Care Worker
	


	role title:
	Childcare / Play Group Assistant
	code:
	Q10

	description:

	A childcare/play group assistant often works as part of a team and is tasked to provide stimulating educational and fun activities for young children on a sessional basis. This involves working closely with parents and carers, discussing and sorting out any issues relating to their child and making sure he or she has the best possible care and activities in an encouraging and safe environment.

	typical tasks:

	· Assist in the supervision of children during play to safeguard their health and safety

· Assist in care and maintenance of classroom, equipment, supplies and play yard

· Provide information about children and their progress to child development staff for incorporation into reports and records

· Support child development staff in implementation of learning experiences provided for the children 

· Assist in providing for the physical needs of children such as feeding, dressing, sleeping, washing and other activities.

	training/entry route and associated qualifications:

	No minimum qualification level required, however, you have to be willing to work towards relevant childcare qualification. As a minimum requirement, you often need experience of working in a daycare setting

	jobs included:

	

	typical job titles:

	Childcare Assistant
	Play assistant

	Playgroup assistant 
	Sessional care worker

	
	

	see also:

	Playworker
	Childminder


	role title:
	Childminder
	code:
	Q15

	description:

	Childminders are professionals who work in their own homes to provide care, development and wellbeing for other people's children in a safe environment. They play a key role in supporting and nurturing children's development.

Childminders are required by law to be registered with Ofsted if they offer a childcare service in their own home, for more than 2 hours per day for children aged under 8 years.

Registered childminders are self employed and are responsible for their own tax and National Insurance. They are not "employed" by parents but charge a fee for their services.

A childminder can be male or female. The minimum age is 18 with no upper age limit as long as the physical aspects of the role can be met.

	typical tasks:

	· Make sure that the children feel secure and are safe, warm and well-fed 

· Plan, prepare and serve meals 
· Change nappies and make up bottles for babies 
· Help children to develop by providing a range of play activities, both indoors and outside 

· Take children on outings, for example to the park or to toddler groups 
· Take older children to and from playgroup or school.

	training/entry route and associated qualifications:

	Childminders must complete the first module of the Diploma in Home Based Childcare and hold a pediatric first aid certificate.  

	jobs included:

	All registered childminders caring for a maximum of 6 children under 8 years of age, including their own children.

	typical job titles:

	Childminder
	Home-based child carer

	see also:

	Childcare assistant
	Playworker

	Nanny
	


	role title:
	Community, Support and Outreach Worker
	code:
	Q20

	description:

	Community, Support and Outreach Workers help people overcome difficulties, cope with many aspects of everyday living, develop socially and personally and live as independently as possible. They provide support in a wide variety of different ways.

Providing support and enabling is the predominant part of their work (i.e. takes up over 50% of the time), rather than predominantly personal care, and includes providing advice and guidance only as part of a range of support activities, rather than a specialist service such as those focusing on education, employment and welfare rights.

	typical tasks:

	· Support with living at home, including assistance as necessary with meal preparation, cooking, cleaning and domestic activities, shopping, leisure activities, attending appointments, domestic administration and paperwork, assisting with pets; generally assisting with overall comfort and well being; providing interest and activities to stimulate and engage

· Working in teams with other professionals, including managers, Social Workers, other outreach and community support workers, drug action groups, youth offending services, and with the police, education authority and schools, health authorities, housing departments, etc.

· Providing specialist individual support and counselling such as teaching Braille or using a long cane to get about, offering one-to-one counselling or leading group therapy sessions, teaching daily living skills such as budgeting, shopping, etc., setting boundaries for young people's behaviour, developing everyday skills such as how to make a cup of tea or prepare and cook a meal safely

· Providing leisure and creative opportunities, organising activities such as sports, drama and educational activities; group discussions; compiling and disseminating information

· Making contact with clients and following up enquiries, advising clients and their families about available resources, setting up appointments, carrying out home visits to monitor clients’ welfare

· Assessing clients’ needs and putting together care plans (for example, when a client leaves hospital)

· Keeping records and writing reports, keeping up to date with changes in legislation

· May also involve supervising and leading a team, and managing a budget

	training/entry route and associated qualifications:

	For some roles no formal entry level qualifications, but an NVQ in Health and Social Care is an advantage and entrants need to be literate and numerate. Previous experience of working with people in a social care/support setting can be very useful.
For other roles NVQ level 3 in Health and Social Care is desirable, or be working towards an NVQ relevant to this area of work.
For yet other roles it is essential to have a particular qualification, such as NVQ 3 or 4 in Health and Social Care (specialising in working with adults or children and young people), or similar qualification.
Background checks including a CRB check are likely to be required.

	jobs included:

	Community, Support  and Outreach workers usually have a number of service users that they get to know very well. Some work in residential homes with long or short-term care residents, others provide support within the local community for service users who are in supported housing or living independently. These workers can specialise in:

· Mental health: supporting people with long-term mental health problems, helping them adapt to ordinary life within the community by developing coping skills rather than being institutionalised in a hospital or hostel. They may work within the service user’s home, outside in the local area, on the wards of the local hospital, and in community or day centres.

· Young people: working in youth clubs, drop-in centres, residential homes and elsewhere, helping young people at risk through drug and alcohol abuse, offending behaviour and the whole business of growing up.

· Substance misuse: providing a specialist service to children, young people and their families with substance misuse problems.

· Families: visiting homes where parents are struggling to cope and where children are in danger from their own behaviour or that of others.

This role does not include NHS ‘Support’ Workers who are included under Care Workers, or ‘Support Workers’ in some residential services whose role predominantly involves personal care and who should therefore be classified as Care Workers.

	typical job titles:

	Community Support Worker 
	Children & Families Outreach Worker 

	Social Services Officer 
	Community Outreach Worker 

	Home Care Support Worker
	Community Development Worker 

	Mental Health Support Worker / Outreach Worker
	Substance Misuse Worker

	Rehabilitation Worker 
	STR (Support, Time and Recovery) workers (in the NHS )

	see also:

	Care Worker
	Representation and Advocacy Worker

	Personal Assistant (Care and Support)
	


	role title:
	Foster Carer
	code:
	Q25

	description:

	Foster carers are people who provide a family life for children who cannot live with their own parents for a variety of different reasons. Foster carers will often provide temporary accommodation and care to children and young people while their parents sort out their problems, take a break, or to help children and young people through a difficult period in their lives. Often, children will return home once the problems that caused them to go into foster care have been resolved and that it is clear that their parents are able to look after them safely. Some may stay in long-term foster care, some may be adopted, and other will move on to live independently.

	typical tasks:

	· Provide a good standard of care to other people’s children which promotes healthy, emotional, and physical development

· Ensure that the child / children are cared for on a home free from harm or abuse

· Ability to work with other professional people, for example children social workers.

· Assisting the child with educational development

	training/entry route and associated qualifications:

	CWDC has developed a set of standards to support the ongoing training and development of foster carers as there are currently no nationally recognised qualifications specifically for foster carers. These standards set out the key areas of training that foster carers will need before they are approved and what they need after approval.

Most foster carers who are interested in progressing further take up the Health and Social Care NVQ Level 3 Children and Young People. Other NVQ awards are also available for foster carers interested in developing their skills in a particular area (e.g. NVQ in Early Years or Youth Justice).

	jobs included:

	There are a number of different types of foster carers depending on the needs of both the child and their family. These include short-term care for just a few days or weeks to long-term placements, as well as care for disabled children or children with behavioural problems.

	typical job titles:

	Foster Carer
	

	see also:

	
	


	role title:
	Nanny
	code:
	Q30

	description:

	A nanny is responsible for the care of children in the children’s home. They work largely unsupervised and will be employed by a family on either a live-in or live-out basis.

Nannies can provide high quality, flexible childcare in the familiar surroundings of the family home. They are responsible for all aspects of childcare, however, their duties will vary depending on the number and ages of the children in their care.

	typical tasks:

	· Preparing /ensuring a well balanced diet for the child

· Prepare activities for the child to stimulate development 

· Ensuring the home environment is clean for the child

· Driving the child to after school activities

· Looking after and caring for the child

· Feeding, bathing and dressing babies and youngest children, changing nappies and preparing bottles or baby food.

	training/entry route and associated qualifications:

	Many employers and employment agencies prefer their nanny to have a childcare qualification such as a CACHE Certificate or Diploma in Child Care and Education, CACHE Level 3 Diploma in Home-based Childcare or a BTEC Certificate or Diploma, levels 2 and 3 in Children's Care, Learning and Development. However, there are no formal qualification requirements for becoming a nanny.

Registration can be made, at the nanny’s discretion, to the voluntary part of the Ofsted Childcare Register (vOCR). Registration through this scheme offers parents some assurance that the registered and approved nanny is appropriate to care for children, and could be subject to random inspection by Ofsted.

	jobs included:

	

	typical job titles:

	Nanny
	Home-based child carer

	see also:

	Childminder
	


	role title:
	Nursery Nurse
	code:
	Q35

	description:

	Nursery nurses care for children up to the age of five, or sometimes eight, in day nurseries, nursery schools, primary schools and hospitals. Some care for older children with disabilities or special educational needs. 

Nursery nurses in nursery schools / classes work in co-operation with a teacher, looking after the social and educational development of children. Their work involves planning and supervising activities and keeping parents up-to-date with their child's progress. They use knowledge of child development to plan and supervise play and work activities, appropriate to the age of the child, which help children learn and develop. 

	typical tasks:

	· Helping children with their learning, play, educational and social development 

· Feeding, washing and cleaning young children

· Providing physical, and emotional care to children 

· Supporting workers in community settings 

· Making and maintaining learning materials and resources. 

· Co-ordinating play for children in the setting

	training/entry route and associated qualifications:

	As an entry point into the early years workforce, it is possible to work as a trainee nursery assistant without having a childcare qualification. However the desire and academic ability to undertake on the job training to achieve a minimum level 3 qualification are necessary. 

Nursery nurses usually need to hold a relevant child care qualification such as: CACHE Level 3 Diploma in Child Care and Education (entry onto this course may require some GCSEs or equivalent level qualifications), BTEC National Diploma in Children's Care, Learning and Development (this course may require four GCSEs (A-C) or equivalent level qualifications), NVQ Level 3 in Children's Care, Learning and Development (usually undertaken within the workplace).

	jobs included:

	All nursery nurses in day nurseries, workplace nurseries, hospitals, children's centres, and the nursery classes of primary schools. Employers include local authorities, voluntary and community groups and private companies.

	typical job titles:

	Nursery Nurse
	Nursery Worker

	Nursery Practitioner
	Nursery Assistant

	see also:

	Childcare/Play Group Assistant
	


	role title:
	Personal Assistant (Care and Support)
	code:
	Q40

	description:

	Personal Assistants work directly with one or more service users, often direct employers, to support them in every aspect of their daily living and enable them to live as independently as possible.

Direct employers include recipients of direct payments and individual budgets, personal budget holders, people receiving other types of funding to employ staff and people who pay for their staff themselves (self-funders).

Personal assistants carry out a wide range of tasks as required by the individual employer.

	typical tasks:

	· Personal care, including assistance with bodily functions such as feeding, bathing, and toileting if required; taking food, refreshment and medication; mobility; bed making; monitoring and recording temperature, pulse, respiration etc.

· Healthcare tasks such as dressings, catheter management, administration of medication.

· Support to assist with living independently as far as possible, including assistance as necessary with meal preparation, cooking, cleaning and domestic activities, shopping, social and leisure activities, attending appointments, administration and paperwork, assisting with pets and gardening, generally assisting with overall comfort and well being; providing interest and activities to stimulate and engage.

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, and the skills, experience and personal attributes required will largely depend on those the individual employer is seeking.

	jobs included:

	

	typical job titles:

	Personal Assistant
	Care Worker

	Support Worker
	‘Carer’ (widely used but technically incorrect)

	
	

	see also:

	Care Worker
	Community, Support and Outreach Worker


	role title:
	Playworker
	code:
	Q45

	description:

	Playworkers offer services which open up opportunities for children to play, and have the freedom to choose what they want to do. This involves planning, organising and supervising play and activities for children and young people, with the aim of enabling children to experiment through play and participate in imaginative play, sports, drama, music, outdoor activities, cooking or creative activities. Most play work is needed after school, at weekends and during school holidays. 

Playworkers are employed in a range of settings including breakfast and after school clubs, holiday play schemes, adventure playgrounds, local authority play units, play centres, mobile play services, open access parks and centres. They facilitate the provision of opportunities to play for children usually, but not exclusively between the ages of 4 and 16. 

	typical tasks:

	· Support and facilitate the play process with children and young people

· Inform the development of play policy, training, support and education within the play setting

· Act as advocates for play when engaging in adult led agendas

· Support all children and young people in the creation of a space for them to play

· Intervene in play settings to enable children and young people to extend play

· Conduct risk analysis of the play setting

· Ensure at all times the well being and development needs of children and young people within the play setting.

	training/entry route and associated qualifications:

	Where freely chosen, self-directed play-based provision is offered to the early years age group or to 5-8 year olds, Ofsted registration and inspection requirements will apply - the Playworker in charge of a scheme must hold a level 3 qualification, and 50% of assistant playworkers must be qualified to level 2.  The qualifications do not always need to be Playwork specific but do need to be on the Early Years and Playwork Qualifications Database managed by CWDC. Playwork vocational qualifications are offered at levels 2, 3 and 4.  Progression pathways include the level 5 Foundation Degree in Playwork and the level 6 Graduate Diploma in Playwork.

	jobs included:

	Qualified and unqualified workers in all types of play-based provision.

	typical job titles:

	Playworker 
	Play Leader

	Play Development Officer
	Play Ranger

	see also:

	Childcare / Playgroup Assistant
	Nursery nurse


	role title:
	Senior Care Worker
	code:
	Q50

	description:

	Senior Care Workers supervise and monitor Care Workers and care assistants. The senior Care Worker will often be in charge of a shift of Care Workers and will take responsibility for the smooth running of the service whilst they are on duty. They respond to emergencies and provide guidance and support to Care Workers.

They also, as Care Workers, attend to the personal needs and comforts of service users within residential care establishments, day care establishments or in their own homes.

	typical tasks:

	· Supervises and monitors Care Workers and assistants

· Takes responsibility for the shift and for the service while on duty

· Responds to emergencies and provides guidance and support to Care Workers

· Assists and enables service users to dress, undress, wash, use the toilet and bathe

· Serves meals to residents at table or in bed, assists with feeding if required

· Generally assists with service users’ overall comfort and well being

· Provides interest and activities to stimulate and engage the service user

· Helps with daily activities such as letter writing, paying bills, collecting benefits

· Undertakes light cleaning and domestic duties as required

· Monitors service users’ conditions by taking temperature, pulse, respiration and weight, and contributes to record keeping

· Liaises with professional staff in carrying out care plans etc

	training/entry route and associated qualifications:

	Senior Care Workers often have a background in social care. They are normally required to be qualified to an appropriate level and this is usually NVQ level 3. Some may have nursing qualifications.

Background checks including a CRB check are likely to be required.

	jobs included:

	

	typical job titles:

	Senior Care Worker 
	Senior Care Assistant

	see also:

	Care Worker
	


	role title:
	Social Work Assistant
	code:
	Q55

	description:

	Social work assistants support qualified Social Workers in helping, protecting and advising a wide range of people in the community, hospitals and other settings such as residential care homes. They work with a variety of client groups, including: families under stress, older people, people with physical or learning disabilities, people with mental health problems and children at risk.

	typical tasks:

	· Advising clients and their families about available resources

· Making contact with clients, following up enquiries and setting up appointments

· Liaising with service users, their relatives and colleagues

· Carrying out routine home visits to monitor clients’ welfare (community setting)

· Following a social worker’s care plan

· Assessing clients’ needs and putting together care plans (for example, when a client leaves hospital)

· Assessing clients' needs and organising post-discharge domestic or personal care (hospital setting); keeping records and writing reports

· Attending meetings with your department and outside agencies

· Working within a multidisciplinary team and participating in associated meetings

· Carrying out reviews and maintaining and updating client records

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, but paid or voluntary experience of working with people in a caring role is desirable. A good standard of secondary education would generally be required, and a BTEC National Certificate or Diploma in Health and Social Care, though not essential, can be a good way of getting useful experience because most social care courses include work placements.

Background checks including a CRB check will be required.

	typical job titles:

	Social work assistant
	Community care support worker

	Social services assistant
	Dementia support worker

	Home care officer 
	Family support worker

	see also:

	Community, Support and Outreach Worker
	


	role title:
	Bilingual Support Assistant
	code:
	R05

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Escort
	code:
	R10

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Higher Level Teaching Assistant
	code:
	R15

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Language Support Worker
	code:
	R20

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Learning Mentor
	code:
	R25

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Learning Support Assistant (for SEN Pupils)
	code:
	R30

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Literacy Worker
	code:
	R35

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Minority Ethnic Support Worker
	code:
	R40

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Pastoral Support Worker
	code:
	R45

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Teaching Assistant
	code:
	R50

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Tutor
	code:
	R55

	description:

	A tutor provides instruction, normally in an academic subject or related discipline. This usually takes place in small groups or one-to-one sessions. Tutoring is separate to teaching in formal settings such as schools or colleges, although it often supplements the learning that takes place there.  Tutoring covers all age groups

	typical tasks:

	· Plan a course of teaching/instruction

· Teach individual or group sessions

· Monitor student progress

· Enter student for exams

	training/entry route and associated qualifications:

	Tutors who are employed by education institutions will need to meet the entry criteria for the post as advertised.

Self-employed tutors operate in an open market-place, and as such there are no formal qualifications.  Those offering tuition need to convince those they are tutoring that they have the skills and experience that will make the sessions effective. Since the majority of tutoring is for specific areas (music, languages, mathematics, memory improvement, etc.) the range of possible qualification is enormous.

	jobs included:

	

	typical job titles:

	Tutor
	

	
	

	
	

	see also:

	
	


	role title:
	Arts Officer
	code:
	S05

	description:

	

	typical tasks:

	

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	Arts Development Officer
	Arts Officer

	
	

	
	

	see also:

	
	


	role title:
	Caretaker
	code:
	S10

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Crematorium Technician
	code:
	S15

	description:

	Crematorium technicians carry out the practical work involved in cremating the dead and maintaining crematoria and cemetery grounds.

	typical tasks:

	· Clean and prepare the chapel and ensure the cremators are operating correctly and safely
· Escort mourners into and out of the chapel, and deal with any enquiries from members of the funeral party

· Operates cremators and attends to the storage and disposal of the cremated remains
· Move memorials and headstones, inspecting them for damage and making safe any that are dangerous
· Maintain equipment, chapel and grounds

	training/entry route and associated qualifications:

	There are no formal academic requirements although some employers require candidates to possess GCSEs/S grades. Before they can operate cremators without supervision, technicians must follow either the ICCM's BTEC accredited Cremator Technicians' Training Scheme or the Federation of Burial Cremation Authorities' (FBCA) TEST scheme. 

	jobs included:

	

	typical job titles:

	Crematorium Worker
	Crematorium technician

	
	

	
	

	see also:

	
	


	role title:
	Housekeeper
	code:
	S20

	description:

	Housekeepers and related workers supervise and perform domestic cleaning and other housekeeping tasks within private households, hotels, schools, hostels and other non-private households.

	typical tasks:

	· Control the purchase and storing of food, cleaning materials and other household supplies
· Maintain household records
· Supervise the activities of cleaners and other housekeeping staff and inspect work undertaken
· Perform a variety of domestic tasks including food preparation and service, cleaning, washing and ironing
· Assist employer in washing, dressing, packing and other personal activities

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, although entrants typically possess GCSEs/S grades or an equivalent qualification.  NVQs/SVQs in Catering and Hospitality (Housekeeping) at Level 2 and Accommodation Supervision at Level 3 are available.  Modern Apprenticeships at NVQ/SVQ Level 3 are also available.

	jobs included:

	

	typical job titles:

	Housekeeper
	

	
	

	
	

	see also:

	
	


	role title:
	Pest Control Officer
	code:
	S25

	description:

	Pest control officers investigate the presence of pests that are hazardous to public health or cause nuisance, lay traps to capture pests and treat areas of infestation.

	typical tasks:

	· Receive reports from public, property owners and authorities regarding the presence of pests and infestations
· Visit sites to investigate the presence of rodents, infestations and other pests that may be hazardous to public health
· Lay traps to capture pests, and fumigate and disinfect areas to remove infestations
· Advise property owners on courses of action to prevent the return of pests
· Liaise with environmental health officers, housing officers and other relevant authorities where measures on a large scale are required to remove pests
· Return to sites to examine contents of traps laid and the continued presence of reported pests
· Treat wood for effects of termites, woodworm and other infestations of timber

	training/entry route and associated qualifications:

	There are no formal academic entry qualifications, though some employers may expect entrants to possess GCSEs/S grades.  Training is provided on-the-job, supplemented by specialist courses covering different aspects of pest control.

	jobs included:

	

	typical job titles:

	Pest Control Officer
	Post Controller

	
	

	
	

	see also:

	
	


	role title:
	Premises Manager
	code:
	S30

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Sports and Leisure Assistant
	code:
	S35

	description:

	Sports and leisure assistants provide and maintain facilities for sporting and recreational activities and supervise their use, and maintain the continuity of entertainment and social events.

	typical tasks:

	· Maintain sports and leisure equipment and prepare equipment for use
· Supervise the use of swimming pools, gymnasium apparatus, fitness machines and other recreational equipment
· Maintain hygienic operation of swimming pools and associated facilities such as jacuzzis, showers and changing areas
· Maintain the continuity of entertainment events and social functions

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, although some employers may require GCSEs/S grades.  A variety of vocational qualifications are available in Sports and Recreation and Leisure and Tourism.

	jobs included:

	

	typical job titles:

	Recreation Assistant
	Lifeguard

	Sports and Leisure Assistant
	Leisure Assistant

	
	

	see also:

	
	


	role title:
	Sports Coach / Instructor / Official
	code:
	S40

	description:

	Sports coaches, instructors and officials work with amateur and professional sportsmen and women to enhance performance, encourage greater participation in sport, supervise recreational activities such as canoeing and mountaineering, and organise and officiate at sporting events according to established rules.

	typical tasks:

	· Coach teams or individuals by demonstrating techniques and directing training and exercise sessions;

· Deal with administrative aspects such as arranging matches, contests or appearances for athlete or team, and organising required transport and accommodation;

· Provide information and develop facilities to encourage greater participation in sport, and to enhance the standards of participants;

· Understand health and safety aspects of various activities and ensure any statutory requirements are met;

· Inspect and maintain specialised clothing and equipment;
· Start race, competition or match and control its progress according to established rules.

	training/entry route and associated qualifications:

	There are no formal academic requirements although individuals must have experience in their sport and the relevant coaching and refereeing qualifications.  Applicants to coaching courses must normally be over 18 years old and hold a first-aid certificate. Some courses encompass coaching awards within broader programmes of study such as BTEC/SQA awards.  NVQs/SVQs are available in the context of certain sports.  Background checks including a CRB check may be required for those working with children.

	jobs included:

	

	typical job titles:

	Sports Coach
	Umpire

	Referee
	Swimming Instructor

	Sports Instructor
	

	see also:

	
	


	role title:
	Sports development officer
	code:
	S45

	description:

	Sports development officers aim to provide opportunities for participation in sport for all sections of the community. They distribute information and organise sport-related projects, classes, programmes, coaching, club development and training for those who want to participate for fun and those who are interested in competition.

	typical tasks:

	· Plan and promote regular activities and initiatives for specific groups, such as helping young people discover and develop their sporting potential, or fitness classes for older people
· Plan and promote large scale sporting events, such as fun runs, marathons, youth games, football tournaments and athletics meets
· Work closely with schools to support the National Physical Education and Sport Strategy and develop the links between sports clubs and schools
· Support volunteering initiatives such as Sport England’s Step into Sport
· Implement and coordinate coaching education and mentoring schemes
· Source funding opportunities for sport related projects
· Work with partner organisations and sports clubs across the local area to develop the delivery of sporting opportunities

	training/entry route and associated qualifications:

	Most employers’ ask for a degree or HND in sport development, sport science or related subject. Alternatively, or additionally, they might ask for a portfolio of relevant sport related qualifications including national coaching qualifications (possibly N/SVQs), an Apprenticeship, or first aid qualifications.

	jobs included:

	

	typical job titles:

	Sports development officer
	

	
	

	
	

	see also:

	
	


	role title:
	Other Personal Service Role
	code:
	T00

	description:

	Education support roles provide assistance to teachers and support children in school or other educational environments. 

Care/personal support service roles involve the care of the sick and the elderly, the supervision of children, and the provision of personal care services. 

Miscellaneous personal service roles involve the provision of leisure and recreational services, domestic and hygiene services and any other personal services not covered by education and care/personal support services. 

This code should only be used where a personal service role cannot be classified under any pre-existing role code.

	training/entry route and associated qualifications:

	A good standard of general education. Certain occupations will require further additional vocational training, often provided by means of a work-based training programme.

	jobs included:

	Any personal service roles that are not covered by any of the role codes in the groups Care/Personal Support Service Roles (M01-M10), Education Support Roles (N01-N11), or Miscellaneous Personal Service Roles (P01-P08).


3.5 Skilled Trade, Construction and Transport Roles
	role title:
	Bricklayer / Mason
	code:
	U05

	description:

	Bricklayers and Masons erect and repair structures of stone, brick and similar materials and cut, shape and polish granite, marble, slate and other stone for building, ornamental and other purposes.

	typical tasks:

	· Examine drawings, photographs and specifications to determine job requirements
· Mark and cut stone using hammers, mallet and hand or pneumatic chisels
· Spread mortar on foundations and bricks, and place, level and align bricks in mortar bed
· Use hand and power tools to shape, trim, carve, cut letters in and polish stone
· Level, align and embed stone in mortar and face brick, concrete or steel frame with stone to make and repair structures

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, though GCSEs/S grades are advantageous.  Entry is typically through an apprenticeship or traineeship approved by the Construction Industry Training Board leading to an NVQ/SVQ in General Construction at Level 3

	jobs included:

	

	typical job titles:

	Bricklayer
	Mason

	Stone mason
	

	
	

	see also:

	
	


	role title:
	Carpenter / Joiner
	code:
	U10

	description:

	Carpenters and Joiners construct, erect, install and repair wooden structures and fittings used in internal and external frameworks and cut, shape, fit and assemble wood to make templates, jigs, scale models and scenic equipment for theatres.

	typical tasks:

	· Examine drawings and specifications to determine job requirements
· Select and measure appropriate wood and cuts, shape and drill to specification using saws, planes, chisels and other power or hand tools
· Align and fix prepared wood pieces by screwing, nailing, gluing and dowelling to form frames, shop fronts, counter units, decking, theatrical sets, furniture, small wooden craft, scale models and wooden templates
· Check accuracy of work with square, rule and spirit level
· Maintain and repair woodwork and fittings

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, though GCSEs/S grades are advantageous.  Entry is typically through an apprenticeship or traineeship approved by the Construction Industry Training Board leading to an NVQ/SVQ in General Construction at Level 3.

	jobs included:

	

	typical job titles:

	Carpenter
	Joiner

	Builder’s joiner
	

	
	

	see also:

	
	


	role title:
	Construction Worker
	code:
	U15

	description:

	Construction Workers undertake a variety of tasks in the construction, alteration, maintenance and repair of buildings, steeples, industrial chimneys and other tall structures, and of underwater structures.

	typical tasks:

	· Select, measure and cut steel bars, rods and wire to required lengths, positions and fix reinforcements into position and tensions as required using hydraulic jacks
· Lay bricks, tiles and building blocks to construct, repair and decorate buildings
· Pour and level concrete, prepare surfaces for painting and plastering, and mix and apply plaster and paint
· Install plumbing fixtures, woodwork structures and fittings, and set glass in frames
· Maintain and repair steeples, industrial chimneys and other high structures, and install and replace lightning conductors

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, though GCSEs/S grades are advantageous.  Entry is typically through an apprenticeship or traineeship approved by the Construction Industry Training Board leading to an NVQ/SVQ in General Construction at Level 3.

	jobs included:

	

	typical job titles:

	Construction worker
	Construction operative

	Builder
	

	
	

	see also:

	
	


	role title:
	Cook
	code:
	U20

	description:

	Cooks prepare, season and cook food in clubs, private households, fast food outlets, shops selling food cooked on the premises and the catering departments and canteens of other establishments.

	typical tasks:

	· Requisition or purchase foodstuffs and checks quality
· Plans meal, prepare, season and cook foodstuffs
· Cook and sell a range of meals over the counter
· Plan and co-ordinate kitchen work such as fetching, clearing and cleaning of equipment and utensils

	training/entry route and associated qualifications:

	There are no formal academic requirements.  Training is provided off- and on-the-job.  NVQs/ SVQs in Food Preparation and Cooking are available at Levels 1, 2 and 3.  Apprenticeships leading to an NVQ/SVQ at Level 3 are also available.

	jobs included:

	

	typical job titles:

	Cook
	Caterer

	Head cook
	

	
	

	see also:

	
	


	role title:
	Electrician / Electrical Fitter
	code:
	U25

	description:

	Electricians and electrical fitters assemble parts in the manufacture of electrical and electronic equipment, and install, maintain, and repair electrical plant, machinery, appliances and wiring.

	typical tasks:

	· Examine drawings, specifications and wiring diagrams to determine the method and sequence of operations
· Select, cut and lay wires and connects to sockets, plugs or terminals by crimping, soldering, brazing or bolting
· Cut, bend and install electrical conduit
· Assemble parts and sub-assemblies using hand tools and by brazing, riveting or welding
· Install electrical plant, machinery and other electrical fixtures and appliances such as fuse boxes, generators, light sockets etc.
· Examine electrical plant or machinery, domestic appliances and other electrical assembly for faults using test equipment and replace worn parts and faulty wiring

	training/entry route and associated qualifications:

	Academic qualifications may not be required, though some GCSEs/S grades or an equivalent qualification may be an advantage.  NVQs/SVQs in Servicing Electronic Systems are available at Levels 1, 2 and 3.  Apprenticeships combining practical work experience and technical training are available at Levels 2 and 3.  Entrants must have good eyesight and normal colour vision.

	jobs included:

	

	typical job titles:

	Electrician
	Electrical fitter

	Maintenance Electrician
	

	
	

	see also:

	Engineering Professionals
	


	role title:
	Gardener / Groundsperson
	code:
	U30

	description:

	Gardeners and Groundsmen/women cultivate flowers, trees, shrubs and other plants in public and private gardens, construct artificial features to improve the appearance of existing terrain, cut and lay turf and maintain areas for golf courses and other sports grounds.

	typical tasks:

	· Level ground and install drainage system as required
· Prepare soil and plants and transplant, prune, weed and otherwise tend plant life
· Protect plants from pests and diseases
· Cut and lay turf using hand and machine tools and repair damaged turf
· Roll, mow and water grass, mark out pitches
· Prepare or interpret garden design plans
· Move soil to alter surface contour of land using mechanical equipment and construct paths, rockeries, ponds and other features
· Perform general garden maintenance

	training/entry route and associated qualifications:

	There are no formal academic entry requirements.  NVQs/SVQs in Horticulture are available at Levels 1, 2 and 3. NVQs/SVQs in Sports Turf Management are available at Level 4. Professional qualifications are also available.

	jobs included:

	

	typical job titles:

	Gardener
	Groundsperson

	
	

	
	

	see also:

	
	


	role title:
	Mechanic
	code:
	U35

	description:

	Motor mechanics and auto engineers accept calls for help and repair and service the mechanical parts of cars, lorries, buses, motorcycles and other motor vehicles.

	typical tasks:

	· May drive to site of breakdown and visually check, test drive or use test equipment to diagnose engine and mechanical faults
· Remove, dismantle and check the appropriate parts, systems or entire engine
· Repair and replace defective parts
· Prepare new parts using hand and machine tools
· Reassemble, test, adjust and tune the appropriate parts, systems or entire engine
· Carry out routine maintenance checks on oil and air filters, brakes and other vehicle parts/systems

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, although some employers may require GCSEs/S grades or an equivalent qualification.  Training is undertaken off- and on-the-job.  NVQs/SVQs at Levels 2 and 3 are available.  Modern Apprenticeships at NVQ/SVQ Level 3 are available and take three to four years to complete.

	jobs included:

	

	typical job titles:

	Car Mechanic
	Garage mechanic

	Motor Mechanic
	Motor vehicle technician

	Vehicle Mechanic
	

	see also:

	
	


	role title:
	Plasterer / Painter / Decorator
	code:
	U40

	description:

	Plasterers, Painters and Decorators apply plaster, cement, paint, varnish, wallpaper and other protective and decorative materials to interior and exterior walls and surfaces, fix fibrous sheets and cast and fix ornamental plasterwork to the interior or exterior of buildings, and paint designs and lettering on wood, glass, metal, plastics and other materials and stain. 

	typical tasks:

	· Erect working platform or scaffolding up to five metres in height;

· Prepare surfaces by cleaning, sanding and filling cracks and holes with appropriate filler;

· Apply and smooth one or more coats of plaster and produce a finished surface, using hand tools or mechanical spray

· Measure, cut, install and secure plaster board and/or ornamental plasterwork to walls and ceilings
· Apply primer, undercoat and finishing coat(s) using brush, roller, or spray equipment

	training/entry route and associated qualifications:

	There are no formal academic entry requirements, though GCSEs/S grades are advantageous.  Entry is typically through an apprenticeship or traineeship approved by the Construction Industry Training Board leading to an NVQ/SVQ in General Construction at Level 3.

	jobs included:

	

	typical job titles:

	Plasterer
	Painter

	Decorator
	Painter and decorator

	
	

	see also:

	
	


	role title:
	Plumber / Heating and Ventilating Engineer
	code:
	U45

	description:

	Plumbers and Heating and Ventilating Engineers assemble, install, maintain and repair plumbing fixtures, heating and ventilating systems and pipes and pipeline systems in commercial, residential and industrial establishments.

	typical tasks:

	· Examine drawings and specifications to determine layout of system
· Measure and cut required lengths of copper, lead, steel, iron, aluminium or plastic using hand or machine tools
· Install fittings such as storage tanks, cookers, baths, toilets, taps and valves, refrigerators, boilers, radiators and fires
· Test completed installation for leaks and make any necessary adjustments
· Attach fittings and join piping by welding, soldering, cementing, fusing, screwing or other methods
· Repair burst pipes and mechanical and combustion faults and replace faulty taps, washers, valves, etc.

	training/entry route and associated qualifications:

	There are no formal academic requirements although GCSEs/S grades are advantageous.  NVQs/SVQs in Mechanical Engineering Services are available at Levels 2 and 3.  Apprenticeships are available for plumbing and lead to an NVQ/SVQ at Level 3.

	jobs included:

	

	typical job titles:

	Plumber
	Heating engineer

	Gas engineer
	Plumbing engineer

	
	

	see also:

	Engineering professionals
	


	role title:
	Printer
	code:
	U50

	description:

	Printers operate printing presses, prepare printing plates and compose and assemble type and printing blocks.

	typical tasks:

	· Examine customer’s requirements to determine appropriate format and kind and size of type
· Prepare composed type or printing plate according to type of press used
· Position form or plate on machine, set press and print proof copies
· Examine proof copies and adjust press as necessary
· Start or direct start of printing run and ensure that printing proceeds smoothly

	training/entry route and associated qualifications:

	There are no formal academic requirements although some employers may require GCSEs/S grades.  Training is typically received on-the-job.  National Traineeships and Modern Apprenticeships in Machine Printing are available at NVQ/SVQ Levels 2 and 3 respectively.

	jobs included:

	

	typical job titles:

	Printer
	Master printer

	
	

	
	

	see also:

	
	


	role title:
	Community Driver
	code:
	W05

	description:

	Community Drivers drive road passenger-carrying vehicles such as cars, buses, coaches, trams and mini-buses for private individuals, service users and public, voluntary and commercial organisations. 

	typical tasks:

	· Check tyres, brakes, lights, oil, water and fuel levels and general condition of vehicle before start of journey
· Collect passengers at pre-arranged locations or in response to organisational needs
· Drive passenger-carrying motor vehicles, complying with road and traffic regulations
· Convey passenger to destination and help unload luggage
· Drive between locations to collect and deliver packages, documents and messages
· Clean, service and maintain vehicle

	training/entry route and associated qualifications:

	No academic qualifications are required but most entrants require a clean, current driving licence and a medical examination. Employers’ typically set their own tests of local knowledge and additional driving tests before awarding licences. All bus and coach drivers must pass the Passenger Carrying Vehicle (PCV) test. This incorporates a theoretical examination and assessed driving.  Entrants to the PCV test must be at least 18 years old. NVQs/SVQs in Transporting Passengers by Road are available at Levels 2 and 3.

	jobs included:

	

	typical job titles:

	Driver
	Bus Driver

	Coach Driver
	PSV Driver

	
	

	see also:

	
	


	role title:
	General Construction Operative
	code:
	W10

	description:

	General Construction Operatives help construct, maintain, repair and demolish buildings, operate insulating equipment, fix plasterboard or dry linings to ceilings and walls, clean and resurface eroded stonework, and lay, join and examine pipe sections for drainage, gas, water or similar piping systems.

	typical tasks:

	· Cut, shape and fit wood, lay bricks and tiles, clean exterior surfaces of buildings and resurfaces eroded stone or brickwork, and perform other tasks in the construction, alteration, repair and demolition of buildings

· Select appropriate clay, concrete, plastic or metal pipe sections and lower them into prepared trenches using hoisting equipment

· Fill machine with insulating mixture, position hose, drill access hole and fill cavities or coat surfaces to prevent loss or absorption of heat and provide fire protection
· Select appropriate plasterboard or dry lining panels, cut them to required size and fix them to ceilings and walls
· Join pipes by sealing with rubber, cement, lead, etc., connect piping to manholes and attach pipe junctions as required
· Test joints with electronic test equipment or by filling piping with water, smoke or compressed air

	training/entry route and associated qualifications:

	There are no formal academic entry requirements.  Training is typically provided on-the-job.  NVQs/ SVQs in General Construction Operations are available at Levels 1, 2 and 3.

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Heavy Goods Vehicle Driver
	code:
	W15

	description:

	Large Goods Vehicle (LGV) drivers (formerly HGV drivers), collect, transport and deliver goods in rigid vehicles over 7.5 tonnes, articulated lorries and lorries pulling trailers.

	typical tasks:

	· Check tyres, brakes, lights, oil, water and fuel levels and general condition of the vehicle
· Drive vehicle from depot to loading/unloading point
· Agree delivery schedule and route with transport management
· Assist with loading/unloading and ensure that load is evenly distributed and safely secured
· Drive vehicle to destination in accordance with schedule
· Maintain records of journey times, mileage and hours worked
· Undertake minor repairs and notify supervisor of any mechanical faults

	training/entry route and associated qualifications:

	No formal academic entry qualifications are required.  The LGV test incorporates a medical examination, theory test and assessed road driving.  Candidates are normally at least 21 years old.  NVQs/SVQs in Transporting Goods by Road are available at Level 2; Apprenticeships are available in some areas.

	jobs included:

	

	typical job titles:

	Lorry Driver
	HGV Driver

	
	

	
	

	see also:

	
	


	role title:
	Labourer
	code:
	W20

	description:

	Labourers perform a variety of general labouring and construction duties in building and civil engineering and assist building trades workers in the performance of their tasks. 

	typical tasks:

	· Convey blocks, bricks, stone, mortar, roofing, felt, slates, wood and other building materials to the work area
· Assist with the erection of ladders, scaffolding and work platforms, the rigging of cradles of hoisting equipment and the attaching of slings, hooks and guide ropes
· Mix mortar, grouting material, cement screed, and plaster, and prepare adhesive, primer and paints and similar construction material
· Clean equipment and tools, clear work area and otherwise assist building and woodworking trades workers as directed
· Perform general labouring tasks such as digging trenches and foundations, removing wall coverings, and preparing surfaces by cleaning, sanding, filling, etc.
· Erect and repair fencing, excavates, constructs and maintain land drainage systems and prepares graves for burial
· Undertake basic decorating, painting, plumbing, joinery, and other maintenance and repair tasks

	training/entry route and associated qualifications:

	No academic qualifications are required.  Training is typically provided on-the-job.  NVQs/SVQs in a variety of construction and craft occupations are available at Levels 1, 2 and 3.

	jobs included:

	

	typical job titles:

	Builder’s labourer
	Building worker

	Construction worker
	Handyman

	Drainage worker
	Grave digger

	see also:

	
	


	role title:
	Road Construction Operative
	code:
	W25

	description:

	Road Construction Operatives construct, repair and maintain roads and lay paving slabs and kerbstones to form pavements and street gutters.

	typical tasks:

	· Inspect road surfaces for hazards or signs of deterioration, clear mud, weeds and debris from road and spread grit or salt as required
· Cut away broken road surface with pick or pneumatic drill
· Spread bitumen, tar or asphalt and compact surface using roller
· Spread aggregate over road surfaces using shovel and lays markings on road surface
· Remove damaged paving slabs and kerb stones, lay bedding of sand, concrete or mortar on prepared foundation, lay new slabs or stones and fill joints with mortar

	training/entry route and associated qualifications:

	No academic qualifications are required.  Training is typically provided on-the-job.  All sites are required to have a ‘trained operative’ registered with the Street Workers Qualification Register. Trained operatives are required to attend accredited assessment centres.  NVQs/SVQs in Highway Maintenance and Road Building are available at Levels 1 and 2.

	jobs included:

	

	typical job titles:

	Road worker
	Road construction operative

	Asphalter
	Paviour

	
	

	see also:

	
	


	role title:
	Storeman / Warehouseman / Porter
	code:
	W30

	description:

	Storemen, Warehousemen and Porters convey goods, equipment or other items in or near warehouses, offices, etc., prepare requisitions or despatch documents of stocks held, accompany drivers of road vehicles, and perform other goods handling and storage related tasks. Porters also undertake basic manual tasks that assist in the care of service users. 

	typical tasks:

	· Load and unload goods from removal vans or delivery vehicles either by hand or using trolleys and lift trucks
· Undertake the loading and unloading of goods and convey goods about storage area
· Secure goods to prevent movement or damage during journey and assist driver to load and unload vehicle
· Assist with unloading and delivery of supplies
· Lift, escort and wheel service users within care-providing facilities

· Assist with the delivery of meals, laundry, medical supplies and post within care-providing facilities

	training/entry route and associated qualifications:

	There are no formal academic entry requirements.  Training is typically provided on-the-job.  NVQs/ SVQs in Distribution and Warehouse Operations are available at Level 2. Entrants must typically pass a medical examination and may be required to hold a driving licence.

	jobs included:

	

	typical job titles:

	Storeman
	Warehouse Assistant

	Warehouseman
	Domestic porter

	Porter
	

	see also:

	
	


	role title:
	Other Skilled Trade, Construction or Transport Role
	code:
	X00

	description:

	Skilled trades, construction and transport roles involve the performance of complex physical duties that normally require a degree of initiative, manual dexterity and other practical skills, or the operation of transport vehicles and mobile machinery. 

This code should only be used where a skilled trade, construction or transport role cannot be classified under any pre-existing role code.

	training/entry route and associated qualifications:

	Skilled trades require a substantial period of training, often provided by means of a work-based training programme. Construction and transport roles require the knowledge and experience necessary to operate vehicles and other industrial machinery. Most roles in this group will specify a minimum standard of competence that must be attained for satisfactory performance of the associated tasks and will have an associated period of formal experience-related training.

	jobs included:

	Any skilled trade, construction or transport roles that are not covered by any of the role codes in the groups Skilled Trade Roles (Q01-Q10) and Construction and Transport Roles (R01-R07).


3.6 Elementary Service Roles

	role title:
	Civil Enforcement Officer
	code:
	Y05

	description:

	Civil Enforcement Officers patrol assigned areas to detect and prevent infringements of local parking regulations and observe and report any other civil or criminal infringements.  

	typical tasks:

	· Patrol assigned area to detect vehicles parked in no-parking zones and vehicles parked in excess of permitted time in restricted parking zones
· Warn offenders or issues tickets
· Advise motorists on local parking facilities and direct them as required
· Note any cases of obstruction, evasion of tax or other infringement, or any suspicious activity and report them to the police
· Assist members of the public worried about anti-social behaviour and help prevent car crime by alerting drivers who forget to hide valuables when parking
· Give evidence in court as required

	training/entry route and associated qualifications:

	There are no formal academic entry requirements.  Candidates should be at least 18 years of age (in some areas 20‑25+) and may be required to pass a medical examination.  Training is typically provided on-the-job.

	jobs included:

	

	typical job titles:

	Civil enforcement officer
	Traffic warden

	
	

	
	

	see also:

	
	


	role title:
	Cleaner
	code:
	Y10

	description:

	Cleaners clean interiors of private houses, shops, hotels, schools, offices, other buildings, and road vehicles and wash and polish vehicle exteriors.

	typical tasks:

	· Scrub, wash, sweep and polish floors, corridors and stairs
· Dust and polish furniture and fittings
· Clean toilets and bathrooms
· Wash down walls and ceilings
· Empty waste bins and remove rubbish

	training/entry route and associated qualifications:

	No academic qualifications are required.  On-the-job training may be provided.  NVQs/SVQs in Cleaning: Building Interiors are available at Levels 1 and 2.

	jobs included:

	

	typical job titles:

	Cleaner
	

	
	

	
	

	see also:

	
	


	role title:
	Kitchen and Catering Assistant
	code:
	Y15

	description:

	Kitchen and Catering Assistants assist in the preparation and service of food and beverages in schools, care homes, restaurants and other eating establishments, and perform various cleaning, fetching and carrying tasks.

	typical tasks:

	· Clean or prepare food for cooks by hand or machine
· Carry meat, vegetables and other foodstuffs from delivery van to storeroom and from storeroom to kitchen
· Clean and tidy service area, kitchen surfaces, crockery, cutlery, glassware, kitchen utensils and dispose of rubbish
· Prepare and serve beverages and light refreshments, accept payment and give change
· Keep service area well stocked

	training/entry route and associated qualifications:

	There are no formal academic entry requirements.  Training is typically received on-the-job.  NVQs/ SVQs in Food and Drink Service are available at Levels 1 and 2, and in Kitchen Portering at Level 1.

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Midday Assistant
	code:
	Y20

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Midday Supervisor
	code:
	Y25

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	School Crossing Patrol Attendant
	code:
	Y30

	description:

	A person employed by a local authority to help children cross the road on the way to and from school. The attendants operate at designated patrol sites.  Under powers granted by the School Crossing Patrol Act, 1953, they have authority to stop traffic using the prescribed sign. They are responsible for the safety of pedestrian intending to cross the road.

	typical tasks:

	· assist pedestrians to cross the road safely

· signal to traffic to stop

· operate hazard-warning lights

· report incidents to the local authority

	training/entry route and associated qualifications:

	Supervision and training in the role are provided by the employing local authority.

	jobs included:

	

	typical job titles:

	School Crossing Patrol Attendant / Officer
	Lollipop Lady / Gentleman

	
	

	
	

	see also:

	
	


	role title:
	Security Guard / Operative
	code:
	Y35

	description:

	Security Guards and Operatives protect merchandise, individuals, hotels, offices, factories, public grounds and private estates from injury, theft or damage, and investigate fraud and crime on a non-statutory basis.

	typical tasks:

	· Monitor and patrol offices and other premises, forests, parks, and public or private estates to prevent theft and unauthorised entry
· Check persons and vehicles entering and leaving premises, establish their credentials and arrange for escorts for visitors
· Receive duty sheet, time-clock and keys for premises to be visited, check locks, doors, windows, etc. And report any suspicious circumstances to security headquarters
· Call in civil police and give evidence in court where necessary

	training/entry route and associated qualifications:

	There are no formal academic entry requirements.  For some vacancies a current and clean driving licence is required and entrants may have to pass a medical examination.  Training is typically provided on-the-job.  NVQs/SVQs covering various aspects of security guarding are available at Level 2.

	jobs included:

	

	typical job titles:

	Security officer
	Security guard

	Security Desk attendant
	Night Watcher

	
	

	see also:

	
	


	role title:
	Street Scene Operative
	code:
	Y40

	description:

	

	typical tasks:

	· 

	training/entry route and associated qualifications:

	

	jobs included:

	

	typical job titles:

	
	

	
	

	
	

	see also:

	
	


	role title:
	Waste and Refuse Operative
	code:
	Y45

	description:

	Waste and Refuse Roles supervise and undertake the collection and processing of refuse from household, commercial and industrial premises.

	typical tasks:

	· Ride in or on refuse vehicle and alight to pick up domestic refuse
· Carry waste material in dustbins or other containers from premises to refuse vehicle
· Empty refuse into vehicle manually or using an electronic tipping device
· Return dustbins or other containers to premises
· Collect scrap metal, salvage, paper and other recyclable material from domestic and industrial premises, and sort material in preparation for recycling
· Attend the operation of refuse tips, supervise the use of public refuse disposal facilities, and compact and cover up refuse at landfill sites

	training/entry route and associated qualifications:

	No academic qualifications are required.  Training is provided on-the-job.

	jobs included:

	

	typical job titles:

	Refuse collector
	Recycling operative

	
	

	
	

	see also:

	
	


	role title:
	Other Elementary Service Role
	code:
	Z00

	description:

	Elementary service roles require the knowledge and experience necessary to perform routine tasks, often involving the use of simple equipment and hand-held tools and, in some cases, requiring a degree of physical effort. 

This code should only be used where an elementary service role can not be classified under any pre-existing role code.

	training/entry route and associated qualifications:

	Roles classified at this level will usually require a minimum general level of education (i.e. that which is provided by the end of the period of compulsory education). Some occupations at this level will also have short periods of work-related training in areas such as health and safety, food hygiene, and customer service requirements.

	jobs included:

	Any elementary service roles that are not covered by any of the role codes in the group Elementary Service Roles (T01-T10).


� These are indicated in the role code index in the column titled "Profile?". It was decided that it was sensible to publish an incomplete set of role profiles rather than wait for all to be ready as they would be useful as an indication of the type of future guidance.


� The Redefinition and classification of managerial occupations in the 2010 revision of the Standard Occupational Classification; Warwick Institute for Employment Research, Peter Elias and Margaret Birch, September 2008 (SRSG (08)01)). This section relies heavily on the insights provided by this paper and gives credit to the authors herewith. 


� � HYPERLINK "http://www.ilo.org/public/english/bureau/stat/isco/isco88/12.htm" ��http://www.ilo.org/public/english/bureau/stat/isco/isco88/12.htm�
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