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Job Description

	CAREERS LEAD



	Accountable to:  Head of School for both Vocational and A’level Studies 


	Salary:   Sixth Form College’s Pay Spine points 15-18  £24,831-27,329 FTE









	Hours of work:  

0.43 FTE (18.5 hrs per week) working during term time, with flexibility to include exam results day, open days/evenings, partner school events and parents’ evenings.


	Job Purpose:

To provide a comprehensive and impartial Careers Information, Advice and Guidance (CIAG) service to existing and prospective students.  To enable them to make informed choices about the educational and career opportunities that best match their needs, abilities and aspirations. 




	Key Duties and Responsibilities:

CIAG delivery
· To provide an impartial CIAG service to students to inform their progression to further/higher education, training and/or employment.  This will include one-to-one interviews, group and drop-in sessions, workshops, presentations, displays, a careers library, careers software and other events.

· To maintain CIAG resources to support the work of Learner Performance Tutors and teachers for use in the curriculum.

· To work with Learning Resources Centre staff in the purchase of software, books and other resources for CIAG work.

· To support the UCAS application process, including the provision of staff training, student support, resources with HEI specialist staff.
· To work with the LLEP to organise appropriate CIAG events  and to develop and implement careers improvements as assessed by the Gatsby benchmarks



	Day to day and additional duties 

· To record and produce accurate data and reports and respond, in a timely manner, to requests for information from internal and external colleagues. 

· To liaise with colleagues to market and promote CIAG and related progression events. 

· To work closely with external partners to ensure delivery of impartial careers CIAG across the curriculum. 

· To work with staff to encourage students to visit universities, attend master classes, summer schools and other events to raise student aspirations to enter higher education, apprenticeships or employment.

· To manage the development, planning, design and implementation of careers and progression activities.

· To represent the College when required at local events and attending relevant external meetings.

· Manage the careers budget, following the College’s financial procedures. 

· To ensure an attractive and appropriate environment in areas under the responsibility of the postholder.

· To assist in the tracking of students from school, through College and into employment or higher education.

· To work in collaboration with the Marketing Officer to produce marketing/information materials for the promotion of IAG.


Person Specification
	ESSENTIAL
	Method of Assessment
	Short listing Column

	·   A qualification in Careers or Advice & Guidance (either Dip CG or IAG NVQ4) or equivalent work experience as a Careers Advisor.
	A
	

	· Proven experience of successfully advising and guiding young people in progression to further education, higher education,  employment and apprenticeships


	A+I
	

	· Good understanding of CIAG issues in Further Education including the employability agenda , Gatsby Benchmarks, and local LMI data


	I
	

	· Extensive knowledge of occupational areas and progression routes into further/higher education, training and employment.


	A+I
	

	· Good knowledge of careers information resources and the ability to review, recommend and apply these as appropriate.


	I
	

	· Excellent liaison and networking skills with students, parents, staff and external partners.


	A
	

	· The ability to develop and maintain effective working relationships at all levels.

	A
	

	· Ability to work in a pressurised environment, to strict deadlines, remaining calm and in control, with limited supervision. Good organisational and planning skills.


	I
	

	· Ability to prioritise workload, be resilient and work as an effective team member.


	I
	

	· A professional understanding of confidentiality, trust and discretion in all areas.


	I
	

	· To be prepared to work outside of normal working hours including evening and weekend work, eg careers events, open evenings.


	I
	

	· Excellent written and verbal communication skills.


	A+I
	

	· Good IT/ computer skills.


	A
	

	· Ability to apply and promote equal opportunity objectives and to demonstrate a practical commitment to equality, diversity and inclusion.


	I
	

	DESIRABLE
	
	

	· Member of Institute of Career Guidance.


	A
	

	· Commitment to the provision of a quality IAG service.


	I
	

	· Evidence of commitment to the safeguarding and promotion of the welfare of children and vulnerable adults.

	I
	


A = Application form:  I = Interview

	Notes:
The above responsibilities are subject to the general duties and responsibilities contained in the statement of conditions of employment and our equal opportunities policy.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.

This job description is not necessarily a comprehensive definition of the post and is subject to review following consultation.

This post is subject to enhanced disclosure from the Disclosure and Barring Service.


	Gateway College is subject to the Safeguarding Vulnerable Groups Act 2006 which requires that any candidate appointed must produce:

· A DBS clearance certificate

· Proof of identity

· Proof of qualifications

· Proof of the right to work in the UK.

All of these documents must be produced BEFORE commencement of employment.




Gateway College is an equal opportunities employer, committed to equality in employment and services.  The College campus is a non-smoking environment.

