	

	JOB DESCRIPTION


Career Readiness Co-ordinator
Permanent/Full-time/Term time + 10 days (5 training days + 5 days tba)
Job Purpose: 
To deliver and further develop the College wide programme promoting career readiness skills amongst all students within the strategic framework agreed by the College Leadership Team
Context of job:       The government places high emphasis on developing career

                                readiness skills in students. To achieve this the college uses
                                the Career Passport scheme. 

Accountable to: 
A nominated Assistant Principal

Accountable for:
Any staffing allocated to support this role.
Key Responsibilities:

· To work with local and regional employers and organisations to develop and maintain productive links that ensure that our career readiness activities reflect employer needs and views. Also securing widespread employer engagement and offers of placements for work based learning and internships
· To co-ordinate the administration of the Career Passport scheme as part of the career readiness activities, including promoting it to students and parents and the integration of the documentation with student target setting, monitoring and review systems
· To maintain the tracking systems and monitor student progress and achievements with the Career Passport scheme

· To monitor and review career readiness activities, including the Career Passport as part of College Self-Assessment and Quality Improvement processes
· To work with Academic Coaches and Lead Managers to deliver the Career Passport scheme through Academic Coaching sessions 

· To liaise with the Careers Co-ordinator to coordinate career readiness plans
· To work with the Central Administration team on the administration of internships, work placements and recording of relevant data
· To work with Curriculum Leaders supporting the development of career readiness awareness and skills within A level subjects
· Supporting and advising curriculum teams on their responsibility for securing work based learning placements within agreed teams
· To liaise with Marketing to promote careers readiness, internally and externally
· To work with students, offering one to one support and running professional skills development workshops

· To work with students encouraging a culture of volunteering across the college
· To run appropriate vocational academies that support students wishing to enter specific professions

· To secure and offer internship opportunities to students across the college

· To ensure that health and safety requirements for work based learning and student placements are fully met
· To co-ordinate with the College Health & Safety Manager to meet requirements regarding Risk Assessments on internship and work based learning providers
· To take part in the College Professional Development and Performance Review Scheme

· To be committed to the safeguarding and promotion of the welfare of children and vulnerable adults

· To be responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety Policy
· To actively promote Safeguarding, British Values and the College’s Preventing Vulnerability strategy
· To promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy
· To undertake any other reasonable tasks associated with the development and delivery of Career readiness at the College
The information given within the Job Description is intended to provide the postholder, and College managers, with an understanding and appreciation of the workload of this particular post and its role within The Sixth Form College, Solihull.

The Job Description outlines the main duties and responsibilities under broad headings.  It is not intended to specify every job activity or item in detail.

All College employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the College and its students.

NB:

Job descriptions are subject to change because of the changing environment in which the College operates.  

Signed …………………………………………
Date ………………………………….
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	PERSON SPECIFICATION


TITLE:


Career Readiness Co-ordinator

GRADE:


Scale F - Pts. 26-29 
In accordance with the College’s short listing policy we will look for evidence of the characteristics listed below 

	CRITERIA


	HOW ASSESSED*

	EDUCATION/TRAINING/EXPERIENCE

Essential:
· Educated to ‘A’ Level standard or equivalent experience with evidence of continued training and personal development 

· GCSE English and Maths or their equivalent

· Proficient and competent in the use of Microsoft Office Applications

· Experience of working with members of staff and students including the ability to motivate and excite them

· Experience of working in a proactive administration role 

· Experience of working in this or a similar field

Desirable: 

· Experience of working with career readiness skills

· The ability to use and specify changes to a bespoke database or software application
· Knowledge of health and safety and how it relates to student work placements, student employment and volunteering
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	SKILLS/APTITUDES  

Essential:
· Ability to relate positively with a wide range of people, external organisations and businesses

· Ability to motivate, stretch and develop young people

· Ability to work independently and proactively and to carry out and complete tasks with minimum supervision

· Ability to deliver effective presentations to young people and businesses

· High level administration skills

· Ability to work as part of a team
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	OTHER REQUIREMENTS  

Essential:
· Flexible approach to working hours, occasionally outside normal college day and weeks

· Willingness to undertake relevant training and to cascade this training to managers and other staff

· Willingness to take an active part in the college’s Quality processes
· Commitment to equality and diversity, safeguarding, British Values and the College’s Preventing Vulnerability strategy 
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	GENERIC JOB DESCRIPTION

Professional Services Staff


The following Generic Job Description is applicable to all Professional Services Staff and is designed to meet the needs of the College community.  It will be reviewed at least bi-annually.

Raising Standards of Achievement

· To work as a whole staff to raise standards of achievement for all our students.

· To adhere to the College’s policies and practice.

· To promote the College’s ethos in every aspect of the role presenting a positive image to the community.

· To act as a role model for our students, promoting our vision and values.

· To work flexibly to support the College’s needs; this may include the need to work beyond the confines of the normal working day, for which time off in lieu will be given in accordance with the College’s Time Off In Lieu Policy.

· To undertake any reasonable task as directed by the Principal.

· To be proactive in suggesting and supporting change for the benefit of the College community.

· To work outside the immediate role and team as necessary to ensure the smooth running of the College e.g. exam invigilation.

Our Students

· To be responsible for assisting with and monitoring the welfare, care and safety of students e.g. acting as a student mentor

· To take responsibility for reporting inappropriate student behaviour while on site to relevant staff and dealing with incidents if able, appropriate and necessary.

· To note, share and celebrate student achievement.

· To be aware of and work to achieving the College’s Strategic Priorities.

Support, Training and Professional Development

· To participate in Staff Briefings, Staff Meetings and whole College meetings as appropriate.

· To participate in whole College training and Staff Development Days as appropriate.

· To participate in the College’s Performance Management Programme.

· To make a full commitment to the delivery of the College’s policies for Health and Safety and Equality and Diversity.

· To actively promote Safeguarding, British Values, Prevent and the College’s Promoting Resilience: Preventing Vulnerability strategy.  

· To participate in professional development and training, cascade acquired skills and knowledge to colleagues and train individuals as appropriate.

· Training, support and assistance will be given, if and when needed, to help deal with student control and behaviour, coaching and other duties such as exam invigilation, accompanying trips, etc.
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