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Job Description 
Careers Advisor

Job Title:

Careers and Employability Advisor (0.5 FTE) 
Grade:

Scale 6 
Section
Guidance & Information Services 
Hours:
18 hours per week 52 weeks per year - working days are expected to be Wednesday to Friday. 

(The post holder will be expected to work some evenings and weekends especially during the main enrolment period (mid-August – end September), and to attend careers and guidance activities throughout the year.)
Responsible to:
Asst. Director for School Engagement and Student Services. 
Main Scope of the post

The Careers Advisor will work flexibly across the College and with internal and external stakeholders to provide an effective and high-quality, comprehensive, impartial careers education, information, advice, and guidance service that meets the needs of a diverse range of prospective and existing students.

To work in a collaborative, partnership focused manner to ensure the careers programme and student entitlement meets all eight of the Gatsby benchmarks of good practice. These include 1:1s, workshops, activities and events that are aspirational, empowering and enable students to make informed choices about their future in relation to their education, training and employment.
Main duties & responsibilities

1) Support the line manager in ensuring the college meets all the Gatsby Benchmarks.

2) Support the quality assurance process to ensure college standards are worked to and maintained (e.g. OFSTED, Matrix, Gatsby Benchmarks)

3) To provide careers and employability advice to students on a drop in” and appointment basis.
4) Target careers and employability advices services to those not progressing within the college, high needs students, students at risk of not achieving or dropping out and other groups as identified by Head of Service.
5) Support learners to become aware of employability skills and assisting them in completing application forms, producing CV’s, covering letters, and developing interview techniques. 
6) Provide careers advice during the enrolment process and open days 

7) Coordinate and support UCAS procedures across the College including the UCAS application portal and provide advice to students and staff to ensure the process runs smoothly

8) Deliver workshops on range of topics, including, job search, LMI, apprenticeships and higher education 
9)  Maintain relevant ongoing continuous professional development including knowledge and application of LMI, local and national education, training and employment issues, legislative requirements and changes to IAG provision

10) Provide information and advice to parents and careers as required. 
11) To provide information, advice, and guidance to applicants both on “a drop-in” basis and appointments at specific times during the working week 
12) To provide advice, guidance and training to staff on careers/guidance issues and on the availability and use of careers resources. 

13) To assist with the development and implementation of the College’s careers policy.

14) Keep accurate records of guidance interviews, including where appropriate an action plan.

15) Provide reports and statistical information for the Head of Service as required. 

16) Work in partnership and maintain effective links with employers, training providers HEIs and other relevant organisations.

17) Maintain quality assurance systems as necessary.

18) Participate in training and visits to ensure up-to-date knowledge within employment and education.

19) Liase and work with external organisations and internal staff to ensure that college is working towards widening participation and other college wide objectives

20) Participate in marketing (including attending school’s events) and enrolment events as necessary

21) Ensure that service provided is in line with Equal Opportunities legislation, Disability Discrimination Act, Data Protection Act and other relevant legislation.
22) Assisting in running of the main office as required.
23) To carry out any other duties reasonably falling within the purview of the post.


Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work. The job description will be reviewed annually during the appraisal process and will be varied in the light of the business need of the College.

Staff in Guidance and Information Team are not allowed to take leave in August and September. Regular evening work and weekends, with prior notice, is essential during enrolment and at other key times of the year. 

Person Specification
Careers & Employability Advisor

	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	· Minimum of Level 4 qualification in IAG, Careers Guidance or related area
	(
	
	A/F/Cert

	· Good level of literacy and numeracy
	(
	
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· Experience of providing careers advice to a range of clients including post compulsory school leaving age students and adults
	(
	
	AF/IV

	· Knowledge of current educational and employment related progression routes for young people and adults
	(
	
	AF/IV

	· Experience of providing high level of customer service
	(
	
	AF/IV

	· Excellent organisational and planning skills
	(
	
	AF/IV

	· Excellent communication skills

- both written and inter-personal
	(
	
	AF/IV

	· High quality of presentation skills
	(
	
	AF/IV

	· Highly developed problem solving skills to deal with complex and difficult situations autonomously
	(
	
	AF/IV

	· Ability and willingness to use own initiative 
	(
	
	AF/IV

	· Knowledge of and experience of using a variety of up to date careers information and resources, including LMI resources 
	(
	
	IAF/V

	· Ability to design and deliver effective careers and employability workshops  
	(
	
	AF/IV

	· Good IT skills and ability to both use and provide support to students using interactive technology 
	(
	
	AF/IV

	· Knowledge of current recruitment practices and labour market information
	
	(
	AF/IV

	· Experience of working with client groups such as refugees, long term unemployed, labour market returners, recent arrivals etc.
	
	(
	AF/IV

	· Understanding of Government initiatives to help the unemployed
	
	(
	AF/IV

	· Experience of using Virtual Learning Environment and social media resources to support careers guidance
	(
	
	AF/IV

	· A strong understanding of and commitment to Equality and Diversity and Safeguarding
	(
	
	AF/IV

	· Ability and willingness to work some evenings and weekends as required, and attend careers events and activities that may take place off site through the year
	(
	
	AF/IV

	· Communication skills in a second or community language
	
	(
	AF


*Evidence of criteria will be established from:

AF = Application Form

IV = Interview

T = Test (Micro-teach/Skills test)

Cert = Certificates checked on induction
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