




                       Job Description
JOB DESCRIPTION FOR THE POST OF: 
Careers Adviser
RESPONSIBLE TO:
Head of Student Services 
GRADE: 
Scale SO1 Spine Points 26-29 
Successful applicant may be expected to work during Clearing and on the days A Level and GCSE results are published.
PURPOSE OF THE JOB: 
Within the context of the College’s commitment to providing a high quality, responsive, learner-centered service to students, the post-holder will be required to develop and deliver impartial careers information, advice and guidance to and support all learners across College campuses.
MAIN ACTIVITIES AND RESPONSIBILITIES
1. Deliver in-class and one-to-one tutorials that provide careers advice and information on:
· Apprenticeships;
· Higher Education;
· UCAS and Student Finance;
· Other educational or training opportunities within employment;
-     Employment;
· Progression routes into further education courses, both internally and externally.
2.
Support the College’s UCAS application system and assist fully with both internal and external applications to Student Finance for learners’ progression to H.E. 
3. 
Develop and deliver a comprehensive range of group sessions and workshops on progression, including:
· Apprenticeship frameworks 
· Apprenticeship application and interview preparation
· Job search skills

· Making effective applications

· CV writing

· Job interview preparation

4.  
Contribute to progression planning processes for young people who have Education Health
Care Plans 

5.  
Contribute to progression planning processes for Looked after Children and recent care leavers  
6.
Organise relevant Apprenticeship, Training and Job opportunities events and fairs.
7.
Develop and deliver a comprehensive range of group sessions, linked to progression and employability. 
7.
Maintain up-to-date knowledge and information on all education and employment opportunities.
9.
Update the College’s virtual learning environment regarding apprenticeships, employment and volunteering opportunities. 
10.         Monitor careers information for Learning Resource Centres and drop-in areas. 

11.
Record and maintain all activities undertaken, providing evaluations and written outcomes accurately and within set timescales.
12.
Attend events and activities associated with the College’s recruitment strategies, e.g. College Open days.
13.
Liaise and work closely with the College’s Course and Student Advisers, work experience team, the wider Learner Services team and Course Tutors.
14.       Contribute to continuous improvement, including: the implementation of Quality Assurance systems; the maintenance of standards of service and service level agreements; and achievement of targets.
15.
Visit education, training and employers’ establishments to update knowledge on local, national and labour-market information.
16.  
Maintain an up-to-date knowledge of legislation relating to training, recruitment and employment, particularly those relating to Equal Opportunities and Health and Safety.
17.
Work with colleagues and management to evaluate professional practice through self, peer, manager observation and client feedback.
18.
Update careers knowledge and practice by attending courses, conferences and other appropriate training.  This includes participation in staff appraisal and in-service training based on assessment of individual and service needs.
19.
Be pro-active in helping to create a positive, inclusive ethos, which challenges discrimination and promotes equality and diversity.
20. 
Comply with the College’s Safeguarding procedures and contribute to making the College a safe learning environment.
21.
Comply with the Data Protection Act. 
22.
Participate in any College staff review/performance management processes, including the  

            Identification of development needs.
NB:  The College reserves the right to vary this job description in consultation with the post-holder
       PERSON SPECIFICATION:  Careers Adviser
	
	Essential 
	Desirable

	 EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS

	1)
  Educated to Degree Level or have an equivalent professional careers 
  related qualification (must hold a Level 6 Careers qualification or L4 and willing to undertake training to gain Level 6 qualification’) 

Successful level 4 applicants will be on fixed term for 12 months to allow for completion of the Level 6 Qualification.
	
((
(
	

	2)     Vocationally relevant post–graduate qualification 
	
	(

	3)     Evidence of continuous updating of skills and knowledge of current   

         priorities including the Gatsby Standards.
	(
	

	EXPERIENCE

	4)    Experience and evidence of promoting equality of opportunity for students          from diverse backgrounds
	(
	

	5)    Experience of  supporting all stages of the UCAS application processes with     

       a variety of  applicants in an educational establishment
	(
	

	6)     Experience of  supporting all stages of the apprenticeship application 

        processes with a range  of  applicants in an educational establishment
	(
	

	6)    A minimum of 2 years’ experience of careers guidance including 
       substantial  involvement with FE learners
	(
	(

	7)    Experience of developing and delivering learner focused interactive 
       group sessions
	· 
	

	8)    Experience of networking with external organisations, including universities.
	
	· 

	SKILLS / KNOWLEDGE / ABILITIES

	9)    Thorough knowledge of all aspects of Student Finance and 19+  

        Advanced Learning Loans

	· 
	

	10)   Strong interpersonal and communication skills and the ability to establish   
        rapport with learners and colleagues

	(
	

	11)   Extensive knowledge of the range of requirements for (and barriers to) 
        accessing HE
	(
	

	12)   Excellent administrative skills including IT, research and report writing
	(
	


· An Enhanced Disclosure will be requested of the successful candidate.
· Disabled candidates meeting the essential criteria are guaranteed an interview. 
· Note to applicants: You should ensure that your Supporting Statement (Section 7 of the application form) addresses each of the points contained in the person specification in turn.

