Aide memoire for JobcentrePlus advisers ( in IES non trial roll-out areas)
Jobcentreplus and nextstep advisers: working closely as a team to give jobseekers a complementary and integrated service. 
The nextstep service offers:
· Encouragement and support for anyone over 18* going into learning, finding a job, advice on different jobs and skills and qualifications required

· Free, one-to-one, independent and confidential advice on training and preparing for work
· Personal Skills Action Plan to take home
· Help with searching and applying for jobs, updating skills, changing direction 
· Information on support such as course funding and childcare

Careers information and advice 
Skills review and update
Diagnostic tool (skills assessment, motivation, personal style)
Skills identified for choosing new job 
Discussion of personal interests that can be applied to suitable jobs
Training
Course search leading to future career or change of career

Updating skills or building new skills

Gaining new qualification

Funding

Advice on funding options for training 

Job preparation
CV design and guidance
New ideas on job searching

What’s happening in local job market

Interview skills

Confidence building

Workshops
CV from scratch, CV updating, application forms, interview skills, job searching
Redundancy

Support and advice on redundancy

Online

Skills Account with skills questionnaire leading to job suggestions, information on jobs and careers, course search, possible financial support for training

Referrals to nextstep

Who to refer?

Refer any customer18+ looking for new employment, under threat of redundancy or newly redundant is eligible.
*Customers aged 18 can be referred only after discussion with their Connexions adviser

Criteria for referral?
At any stage of unemployment, those who have:
· A poor employment history; and/or 

· Outdated skills; and/or

· An employability skills gap; and/or 

· A lack of understanding of their current skills and those required by the labour market; and/or

· Previously been signposted but did not take up the offer and remain on the register at 26 weeks
How to refer?
1. Phone nextstep booking system (RTAP) 0800 1954 700 to book appointment with nextstep adviser. Give customer name and mobile number for text messaging reminder service
2. Record referral on LMS system and print confirmation letter with date and time of nextstep appointment and adviser’s name
3. Give customer nextstep IES flyer

If phone engaged leave your name, phone number and office location and RTAP will phone back to book nextstep appointment.  Record, print etc as above
OR
If phone engaged leave customer’s name and contact number (with their permission) and RTAP will contact customer direct to book nextstep appointment. Then RTAP will fax appointment date and time to your JobcentrePlus office. Record, print etc as above
Signposting

The only time a customer should receive just a leaflet rather than a referral to nextstep is:
· if they are undecided about whether they need an appointment at that stage but want details about nextstep information and advice
Offer to go the next step with your customers by referring them to nextstep!
Nextstep IES service summary for JCP non trial areas                                              Jan Page / Julia Valentine 29/9/09 


VT Enterprise – nextstep South East


