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JOB DESCRIPTION 

Job Title:  Strategic Community Employment Plan (CEP)  Lead 

Directorate/Team:  Enterprise Oxfordshire Business 

Location:  Oxfordshire 

Responsible to:  Business Support Manager 

Responsible for:  Coordinator or Administrator 

Contract duration: March 2028  

Hours: 30 hours per week 

Salary £43,000-45,000 depending on experience 

Key working 
relationships:  
(internal)  

Enterprise Oxfordshire Senior Management, Business Support Service Manager, 

Business and Skills Team, Enterprise Oxfordshire colleagues. 

Key working 
relationships:  
(external)  

• Oxfordshire County Council 

• District and City Councils 

• Developers and Construction Partners 

• Education and Training Providers 

• Employers and Employer Representative Bodies 

• Sector and Professional Organisations 

• Funding Bodies 

• Community and Voluntary Sector Partners 

• Subcontractors and Delivery Partners 

• National and Regional Stakeholders 

 
JOB PURPOSE 

To lead the development and coordination of a strategic county-wide approach to Community 

Employment Plans (CEPs) across Oxfordshire, ensuring they contribute to inclusive economic growth, 

local skills development, social value outcomes and long-term labour market resilience. 

Working collaboratively with local authorities, developers, education and training providers, employers 

and other stakeholders, the postholder will provide strategic oversight of CEP delivery across major 

development sites, driving consistency, impact measurement and continuous improvement. The role 

will help ensure that employment and skills opportunities generated through development activity 

deliver measurable benefits for Oxfordshire residents and businesses. 

 
 

KEY DUTIES and RESPONSIBILITIES 
 

Stakeholder engagement and partnership development 
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• Lead the development of a long-term Oxfordshire-wide strategy for Community Employment 

Plans, identifying sustainable delivery and funding models. 

• Shape and influence the future direction of CEP policy and practice across Oxfordshire, 

ensuring alignment with local, regional and national priorities relating to skills, employment, 

construction, social value and inclusive growth. 

• Build upon existing CEP approaches across the county to strengthen their strategic application 

and maximise their contribution to addressing current and future workforce needs. 

• Provide expert advice, leadership and guidance to local authority planning, economic 

development and regeneration teams, developers and other partners on CEP best practice. 

• Promote innovation and continuous improvement in CEP delivery through research, 

stakeholder engagement and the adoption of emerging best practice. 

Partnership and Stakeholder Management 

• Develop and maintain effective strategic relationships with councils, developers, education and 

training providers, employers, industry bodies and other key stakeholders. 

• Secure commitment from partners and influence delivery activity to maximise participation, 

collaboration and long-term impact. 

• Act as a key point of contact for CEP-related activity across Oxfordshire, facilitating 

engagement and partnership working. 

• Represent Enterprise Oxfordshire at relevant partnership groups, boards, forums and sector 

events. 

Programme Coordination and Delivery 

• Work with district council economic development teams to manage the pipeline of strategic 

development sites across Oxfordshire and support the successful implementation of CEPs. 

• Coordinate and oversee existing CEPs to ensure delivery against agreed objectives, timelines 

and outcomes. 

• Facilitate collaboration between stakeholders to maximise employment, skills, apprenticeship 

and social value opportunities arising from major developments. 

• Identify risks, challenges and barriers to successful delivery and develop appropriate mitigation 

actions. 

Labour Market Intelligence and Strategic Insight 

• Utilise labour market intelligence, development pipeline data, economic evidence and partner 

insight to identify current and future workforce requirements. 

• Analyse CEP performance data and emerging trends to support strategic decision-making and 

continuous improvement. 

• Ensure CEP activity responds effectively to identified skills shortages, employment challenges 

and sector growth opportunities. 

Monitoring, Reporting and Impact Measurement 
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• Lead the development and implementation of consistent monitoring and reporting frameworks 

for CEP activity across Oxfordshire. 

• Develop clear outcomes and impact measures to demonstrate the contribution of CEPs to 

Oxfordshire's economic, employment and skills ambitions. 

• Produce reports, performance updates and impact assessments for senior leaders, partners, 

funders and governance bodies. 

• Ensure compliance with funding, reporting and performance requirements where applicable. 

Systems and Process Development 

• Lead the development and enhancement of Enterprise Oxfordshire's CRM platform (Evolutive) 

to support CEP data collection, performance monitoring and automated reporting. 

• Improve processes, systems and workflows to increase efficiency, accuracy and consistency of 

CEP delivery and reporting. 

• Maintain accurate records and ensure robust data management practices are in place. 

 
 
 
 

Person Specification 
 

Candidates/post holders will be expected to demonstrate the 
following:  

Essential/ 
Desirable  

How’s it 
Evidenced?  

 Qualification / Education / Training  
 

E D A* I*  T*  

Educated to degree level or equivalent in a relevant discipline or 
equivalent experience.  

X  X   

Evidence and commitment to continual professional development 
  

X  X   

Experience E D A* I*  T*  

Proven experience of line management and overseeing the work 
of staff, delivery partners, or subcontractors. 
 

X  X X  

Extensive experience of leading complex programmes or projects 
that deliver employment, skills, social value or inclusive growth 
outcomes. 

 X  X  

Demonstrable success in delivering outcomes within a fast-
paced, multi-stakeholder environment involving public sector 
partners, developers, employers, education providers or delivery 
partners. 
 

 X  X  

Knowledge of Community Employment Plans  X  X  

Knowledge of employment and skills programmes, 
apprenticeships, social value delivery, planning obligations or 
construction-related workforce development. 

X  X X  

Experience of developing and managing strategic relationships 
with senior stakeholders and partners, securing commitment and 
influencing delivery across organisational boundaries. 

X   X  
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Experience of preparing high-quality reports, performance 
updates and recommendations for senior leaders, governance 
boards, funders or strategic partnership groups. 

 X  X  

Experience of shaping strategy, policy or delivery approaches in 
relation to employment, skills, economic development, 
regeneration or inclusive growth. 

 X  X  

Significant experience of overseeing external contractors, 
suppliers or delivery partners to ensure quality, compliance and 
achievement of agreed outcomes. 

 X  X  

Skills/Knowledge E D A* I*  T*  

Proven ability to develop monitoring, evaluation, KPI and impact 
reporting frameworks, and to present performance information 
clearly to different audiences. 
 

X  X X  

Ability to translate strategy, policy and evidence into practical 
delivery plans that achieve measurable employment, skills and 
inclusive growth outcomes. 

 X  X  

Excellent written and verbal communication and reasoning skills.  
 

X  X   

Flexible and adaptable; able to work in ambiguous situations, 
with agility to react and adapt quickly.  

X  X X  

Highly developed ability to use Microsoft Office, databases and 
CRM systems, with experience of improving data collection, 
reporting processes or system workflows. 

X  X   

Strong analytical skills, including the ability to interpret labour 
market intelligence, development pipeline data, economic 
evidence and performance trends to inform decision-making. 
 

X  X X  

Strong attention to detail and a consistent commitment to 
accuracy and quality. 

X  X   

Able to both lead and work as a member of a team. 
 

X   X  

Additional requirements 
 

E D A* I*  T*  

Work outside of standard hours including evenings and 
weekends may be required from time to time including 
attendance at meetings and events. 

X  X   

Valid driving licence and own transport, or can provide 
alternative, suitable method of travel.  

X  X   

                     *Key: A = Application, I = Interview, T = Testing/Assessment 
 

Core Expectations & Responsibilities 
 

Health, Safety & Wellbeing  All employees have a duty to take reasonable care for the health, 
safety, and wellbeing of themselves and of other persons who may 
be affected by their acts or omissions at work; and co-operate with 
their employer so far as is necessary to enable it to successfully 
discharge its own responsibilities in relation to health, safety, and 
wellbeing.  

Equality & Diversity  Promote and champion equality and diversity in all aspects of the 
role.  
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Learning & Development  Participate in and take responsibility of any learning and 
development required to conduct this role effectively.  

Performance Management  Actively engage in the performance management process and take 
responsibility for managing performance outcomes.  

GDPR  Ensure the reasonable and proportionate protection, processing, 
sharing, and storing of Enterprise Oxfordshire information in 
accordance with the relevant legislation, corporate policies, and in 
the best interests of the data subjects (Data Protection/GDPR), EO, 
OCC, and our partners in all aspects of the role.  

Adherence to Policies  Be aware of and comply with all organisation policies.  

Other  Always Apply the Enterprise Oxfordshire values and behaviours to 
every aspect of the role 
 
Protect and enhance the interests and reputation of Enterprise 
Oxfordshire internally and externally.  

Undertake any other duties as requested by Senior management 
which are deemed to be within the scope of the role or necessary for 
the smooth running of the business.  

 
Job Description and Person Specification Agreement: 

 
The above job description is not exhaustive but an indication of the duties the post holder may 

undertake and will be subject to review. 
 

Post Holders Signature:   
     

Date: 

Managers Signature:   
     

Date: 

 
 

 
 


