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Job Description 

Job Title Employment Team Adviser 

Workplace Home-based  

Hours 
22.5 hours per week 

(some of which may be unsociable) 

Accountable to Operations Manager/Members Team Lead 

Salary 
£23,684 pro-rata (equates to £14,403 per annum) 

12-15 month fixed-term contract, maternity cover  

Direct reports  None 

 

Job Purpose 

 
By using a Christian faith based and Christ-centred approach, 

support Clean Sheet Members (people with criminal 

convictions) in their search to secure a positive employment, 

voluntary or training opportunity. To also provide 

administrative support to the Members Team, as required. 

 

Key Responsibilities (This list is not exhaustive but is indicative of your main areas of work) 

 

There are certain duties that this post holder will have to undertake which require the post 

holder to be a practicing and professing Christian. 

1. To role model Christian faith within the workplace to other staff members and to 

demonstrate Christ-centred values externally to Members, prisons, employers, suppliers 

and other stakeholders. 

2. To lead Christian devotionals, prayer and worship at internal events, requiring the post 

holder to have a thorough understanding, and belief in, the underlying doctrines of the 

Christian faith.  
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3. To take an active part in weekly prayer calls, highlight and communicate to the team 

issues and topics for Christian prayer and to pray for issues and topics that are frequently 

raised by others within day-to-day working life and within the weekly prayer calls. 

4. To contribute to a Christian ethos of being Christ-centred.  

5. To use personal Christian networks to assist in the recruitment of other practising and 

professing Christian staff.    

6. To do the following in a way which reflects the Christian mission of the charity, adhering 

to Clean Sheet’s Christian values: 

a) To assist a caseload of Clean Sheet Members with their job search, contacting them 

on an agreed basis (typically fortnightly or according to their needs). 

b) To share resources to help with job search skills and provide help to build Members’ 

confidence to apply for work and their ability to talk to an employer about their 

conviction (disclosure). 

c) To update databases and reporting systems with all communications (sent and 

received) and to maintain accurate, up-to-date files and relevant documentation.  

d) To share vacancies with Members as appropriate, including searching the Employers 

Directory to assist them, as required, as well as to contact Employers on behalf of 

Members, where necessary and with their permission. 

e) To prepare for and attend regular supervision with a line manager and annual 

appraisal, monitoring development and performance in line with the job description, 

mindful of continuous professional development.  

f) To prepare for and attend scheduled team meetings (including weekly prayer calls).  

7. To support other core administration and support duties as required to assist the smooth 

operation of the organisation (e.g. playing a part in Member training sessions, supporting 

the Members Team with processing referrals and contacting new Members, monitoring 

and responding to info@ enquiries and responding to helpline calls if on the rota). To do 

this in a way which reflects the Christian mission of the charity, adhering to Clean Sheet’s 

Christian values. 

8. To be aware of and operate in line with Clean Sheet’s policies and procedures.  

9. To undertake any other duties as requested that are appropriate to the post.  
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Right / Right to Vary Job Description 

• This Job Description will be reviewed regularly as part of the Performance Appraisal 
process and may be subject to other variance.  
 

• In order for you to fulfil the requirements of the post you may be required to undertake 
training leading to recognised qualifications from time to time.   
 

• You may be required to undertake other tasks that are assigned to you that Clean Sheet 
might reasonably expect to be within your competence.  
 

 

 

Acceptance 

Name 

 

Signature 

 

Date 

Click or tap here to enter text.  Click or tap to enter a date. 

 
 
 

What we can offer you as part of the Clean Sheet team  

(non-contractual benefits) 

Summary 

 

• Pension matched up to 5% 

• Generous annual leave increasing up to 30 days plus bank holidays with service (pro-rata) 

• Company sick pay scheme 

• Paid training 

• Wellbeing package, including cover for your family (such as 24/7 GP booking service, free 

counselling and discounted memberships) 

• Access to chaplaincy and pastoral support 
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Person Specification 

Job Title Employment Team Adviser 

 

Selection Criteria Essential Desirable Assessment 

Beliefs 

A practicing and professing 
Christian, able to interpret 
the Christian Mission of the 
charity to a contemporary 
society and to actively role-
model their faith in their 
work 

To have a thorough 
understanding, and belief in, 
the underlying doctrines of 
the Christian faith and an 
active prayer life 

 Application / Interview 

Qualifications / 
Training 

GCSEs (or equivalent) in at 
least 3 subjects, including 
English 

Able to confidently use 
Word, Excel and email and 
other IT systems as 
appropriate 

Able to use online reporting 
systems/ databases (specifics 
will be covered during 
training) 

 Application / Interview 

Knowledge, Skills 
and Abilities 

Able to maintain professional 
boundaries and confidences 

Ability to liaise at various 
levels 

Good communication and 
literacy skills 

Good listening skills 

Able to communicate 
professionally and 
competently with all, with a 
clear and positive telephone 
manner 

Proactive, good at self-
managing and time 
management and prioritising 
own caseload 

 Application / Interview 
/ Exercise 
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‘Can-do’ approach and a 
positive attitude in 
promoting Member 
outcomes 

Enjoys participating as part of 
a team 

Flexibility and 
Mobility 

To be prepared to work 
flexibly to accommodate the 
needs of the charity and able 
to manage rapid changes in 
tasks 

Able to travel within the UK 
including flexibility with 
regards to occasional 
overnight stays 

 

 

 

 

UK driving licence 
and access to a 
vehicle 

 

Application / Interview 

Other Motivated to help others and 
disadvantaged groups  

Willing to undertake a DBS 
check in the form of a basic 
check which must be 
satisfactory to Clean Sheet 

 Application / Interview 

 

 

 

 


