
 

 

Co-ordinator Local Area Employment Services (LAES) 

 Job Ref. No. DO2608 

SECAD is seeking to recruit a LAES Co-ordinator who will be responsible for the overall 
coordination, management, and performance of the LAES programme across East & 
West Cork. The role ensures efficient referral management, effective caseload 
distribution, and strong operational governance while supporting frontline staff to 
deliver tailored employment, education, and training supports to clients assigned to 
the programme by the Department of Social Protection 

Context for Post  

SECAD delivers the Local Area Employment Service (LAES), on behalf of the 
Department of Social Protection in the East and West Cork areas.  LAES Caseworkers 
provide a range of supports to those referred from the Department of Social Protection, 
including CV preparation, interview skills, career direction support, technology for work 
skills, social welfare supports and access to other public services that could assist an 
individual’s return to employment and activation.  

These LAES services are developed in parallel with existing valuable and experienced 
services such as those developed as part of ‘SICAP’ employment supports. From a 
value added and person-centred perspective, it will be essential that these supports are 
offered and delivered in a logical, collaborative, and connected manner for each client.  

Key Responsibilities 

Programme Coordination & Oversight  

• Coordinate day-to-day operations within our LAES service area.  

• Monitor caseload distribution  

• Identify emerging service needs  

• Support workforce planning and recruitment  

Referral Management & Allocation  

• Analyse and distribute weekly referrals  

• Allocate referrals based on geography and caseworkers existing workloads.  

• Communicate programme updates to team  

 



Caseload Forecasting & Capacity Planning  

• Conduct monthly forecasting of staff caseloads  

• Monitor overall caseload trends and how this may impact distribution of staff 
across operational area.  

• Support equitable workload distribution  

• Maintain independent referral rate planner to support broader referral 
analysis.  

Client Engagement & Casework  

• Maintain a small caseload of clients providing tailored support across the 
domains of career direction/job search, education/training, self-
employment, community & wellbeing support.   

• Manage the delivery of one-to-one appointments during a client’s 
engagement with the LAES programme.  

• Maintain accurate notes and ensure personal progression plans are 
completed within assigned programme timelines.   

Staff Support, Supervision & Development  

• Provide routine advice & guidance to front-line LAES caseworkers regarding 
their work with clients, including guiding around career direction routes, 
alternative education avenues, engagement with 
employment programme e.g. Tús/CE/WPEP   

• Provide routine individualised supervision to staff regarding their workload, 
challenges experienced, individual training & development needs.   

• Monitor overall programme and caseworker performance   

• Facilitate onboarding and training of new entrants to the team.  

• Devise an annual operational plan to cover linkages 
with complementary programmes, services, community partners, employer 
engagement, programme logistics, team training.  

Budget Oversight & Approvals  

• Approve discretionary funding in line with dedicated standard operating 
procedures.  

• Monitor overall programme expenditure in consultation 
with Accounts Department.   

• Approve LAES team members leave and expenses requests.   



• Review and approve purchase order requests associated with 
the programme  

 

Systems, Data & Reporting  

• Maintain programme CRM oversight including the preparation of access 
permission documentation.  

• Review and confirm monthly milestones to facilitate programme invoicing.   

• Prepare programme update reports and presentations for SECAD 
management and board.  

SOP Development & Implementation  

• Develop and update internal team SOPs  

• Coordinate with team a suite of SOP refresher training to ensure SOPs are 
continuously implemented.  

Stakeholder Engagement  

• Act as key contact for LAES internally and externally  

• Manage complaints in-line with a dedicated programme procedure   

• Maintain relationships with internal and external partners/stakeholders 
including Department of Social Protection, fellow LAES partners, 
Cork ETB and other community services & supports.   

Data Protection & Administration quality.  

• Ensure data protection is maintained and followed in-line with established 
standard operating procedures.   

• Support the role out of internal audits and file audit reports.   

• Facilitate any supplementary training to team following completion of 
internal audit and/or updates to the operational rules of the 
LAES programme.  

• Ensure case notes are maintained accurately and are completed in 
a timely manner.  

 

Key Performance Indicators (KPIs)  

• Referral allocation accuracy  

• Milestone minimum figures reached per month  

• Caseload balance amongst caseworkers  



• Compliance with SOPs  

• Reporting quality  

 

Personal Specification 

Essential Skills and Experience  

• Experience in employment services and caseload management  

• Knowledge of social welfare payments, programmes and activation 
supports.  

• Knowledge of education/training/ self-employment ecosystems including 
Cork ETB, Springboard, e-College, Local Enterprise Office  

• Strong organisational skills  

• Team coordination, support/coaching experience  

• Have strong interpersonal, communication and facilitation skills  

• Have good report writing skills and strong IT skills  

• Have a proven capacity in the use of online monitoring and reporting 
systems   

• Have a good knowledge of Data Protection requirements  

• Have strong administration and organizational skills  

• Have the ability to manage a diverse workload, work on own initiative 
with good time management skills  

• Have an understanding of the principles of social inclusion / rural 
development  

• Be flexible in terms of availability and work location within the SECAD LAES 
Catchment  

• Have a full driving license and own transport  

• Analytical & decision-making capacity using various information sources to 
determine appropriate planning and operational actions.   

• Ability to collaborate and build relationships with 
stakeholders/partners/employers.  

• Ability to travel across sites (must have full driving license and own transport)  

 

 



 

 

 

 Terms and Conditions   

Job Title: LAES Co-ordinator (Job Ref. No. DO2608) – please quote this reference 
number in the subject line of your email application.   

Reporting to: SECAD Senior Management Team and Board, 
LAES Programme Manager Cork City & County.  

Contract Type: Full-time  

Salary Range: €44,030 - €53,419 - depending on relevant qualifications and 
experience  

Location: SECAD Partnership CLG’s Main Office:  Midleton, County Cork and 

  other designated outreach locations within our operational area as  
  required. 

Transport: Full and clean driver’s licence is required with own means of transport
   

 

How to submit your application   

Letter of application outlining why you should be considered for this role and CV to 
be submitted by email to recruitment@secad.ie (please quote Job Ref. No. DO 2608 in 
the subject line of your email.)  

 

Closing date:  Applications must be submitted by  5pm on 20th July 2026  

Interviews will take place at SECAD’s office in Midleton, Co. Cork. 14th August 2026.  

A panel may be formed for similar or related SECAD roles for interview candidates that 
are not successful at this time.   

Successful candidates must have, and continue to maintain, the legal right to work in 
Ireland, including those granted Temporary Protection under the EU Temporary 
Protection Directive (2001/55/EC).  

SECAD Partnership is an equal opportunity employer and canvassing will disqualify.    

More information about SECAD Partnership www.secad.ie   

SECAD Partnership is an Equal Opportunities Employer   

  

mailto:recruitment@secad.ie
http://www.secad.ie/


 


