Job Description: 

Careers Co-ordinator
Work Directed by: 

Head of Sixth Form
Performance Reviewer/
Finance and Resource Manager
Team Leader:

Responsible for:

 Delivery of Careers Education and Guidance
Purpose of the post: 
To provide students with independent careers advice and advise and lead on all careers events and processes 

Pay Range: 


Band 4 to the mid point
Time Allocation: 
14 Hours per week + 2 days holiday working (flexible where needed)
Main Duties and Responsibilities:

· To provide independent careers advice and guidance to students of all year groups
· To assist in the writing, development and, if possible, to deliver schemes of work within the PC programme and to monitor the delivery of careers education across the curriculum

· To maintain and up-date the Careers Resource Area on the website 
· To manage key events/activities e.g. UCAS applications and references, Careers Convention, Key Stage 4 Work Experience

· To work with members of teaching staff and, for example, attend meetings of form tutors to advise on careers education and guidance  

· To work in conjunction with other schools in the consortium to arrange and advertise the annual Careers Fest

· To attend and provide careers advice at Parent’s Evenings for Years 9-13
· To keep up to date with opportunities on offer from local employers
· To work with form tutors in Years 12 and 13 to ensure our students are fully aware of the opportunities available to them
· To re-accredit the school ROQA Award every three years, including meeting the Gatsby “Good Career Guidance” guidelines
