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Person Specification: Head of Higher Education (HE) & Careers  
 

Category Essential Job Requirements Desirable Job Requirements Method of Testing 

 

Job Related  

Skills & 
Knowledge: 

 

 

 

 

 

 

 

 

 

 

 

A working knowledge of: 

 The Higher Education (HE) 
system. 

 Careers Education, 
Information, Advice and 
Guidance (CEIAG) and 
Current developments in the 
sector 

 UCAS application system.  

 The employment market 
from first-hand experience. 

 
An ability to: 

 Analyse statistical 
information.  

 Deliver presentations to 
large and small audiences. 

 Highly organised and able to 
prioritise a busy workload to 
meet deadlines.   

 Produce clear, 
understandable, written 
material for use in careers 
education and evaluative 
reporting. 

 

A good level of knowledge of: 

 IT and its application to HE, 
Careers work and online 
research. 
 

 Familiarity with: 

 MS Office. 

A working knowledge of: 

 Management Information 
Systems.  

 The Independent Schools 
Sector. 

 Student finance 

 Willingness to develop skills 
as the use of technology 
changes 
 

Application & 
Interview.   

Application & 
Interview. 

Application & 
Interview. 

 

Application & 
Interview. 

Application & Test. 

 

Application and 
Interview.   

 

Application and 
Interview. 

 

 

 

Application & 
Interview. 

 

Interview & Test. 

 

Interview. 

Interview & Test. 

Experience: 

 

 

 

 

Advising young people and 
other stakeholders at key 
decision points. 

Organising and delivering a 
programme involving 
multiple stakeholders 

Of a commercial 
environment. 

Strong interpersonal and 

3 years working in a Careers or 
HR Role.  

Experience of dealing with 
overseas students. 

Working in an educational 
setting. 

Delivering a work experience 
programme. 

Application and 
interview.  

 

Application and 
interview.  

 

Application and 
Interview.  



 

Date issued: December 2017. 

 

communication skills. 

Leadership  

Management of staff. 

  

Application and 
Interview.  
 

Education and 
Qualifications: 

A degree qualification 

Evidence of professional 
development. 

Qualification in Careers 
Guidance or an equivalent 
relevant professional 
qualification. 

Documentary 
Evidence. 

Documentary 
Evidence. 

Other 
Requirements: 

A keen and lively interest in 
young people and able to 
establish a rapport with them. 

High attention to detail and an 
ability to manage multiple tasks. 

An ability to find solutions to 
problems. 

Contribute to and maintain 
College values. 

Successful candidate requires 
DBS Clearance. 

 Application, 
References &  

 

Interview. 

 

Application & 
Interview. 

Interview. 

 

 

Funded by the 
College. 

 


