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Purpose of the Role:  

 
To provide information, advice, and guidance services to young people in post-16 education, 

supporting their progression and transition into the workforce or higher education. 

 

Accountability:
 

The role’s primary responsibilities:  
 

• Deliver in depth careers information, advice and guidance 

• Provide high quality, one to one support, group work sessions and e-guidance to students 

to help them access employability opportunities and successfully transition and progress 

into the work of work and higher education. 

• To follow the college careers strategy and CDI framework 

• To have a collaborative approach and be able to demonstrate building and maintaining 

effective internal and/or external relationships. 

• Work with designated caseloads of students as delegated and in liaison with line manager. 

• To work closely with Specialist Support, Progress teams and student recruitment teams to 

support students’ progression paths. 

• To contribute to the marketing and communication of the career’s services. 

• To run the college volunteer programme 

• To contribute to careers tutorial programme 

• To arrange careers and employability workshops with external organisations 

• To maintain and further develop links with organisations within the local community to 

develop opportunities for students. 

• To contribute to the organisation of events such as Careers Fairs and Employer Networking 

events 

• To support and develop all activities that link to the Gatsby Benchmarks 

• To track student participation in college events 

• To gain feedback from students and stakeholders for internal and external events 

• Ensuring resources in careers area are current and actively encourage students to use the 

area. 

• To help raise the profile of careers with all stakeholders. 

Key Accountabilities: 
 

• BFMAT values 

• To be involved and genuine in all dealings with our stakeholders 

• To seek and respond intelligently to colleague feedback and to give feedback when 

needed whilst always operating with emotional intelligence. 

• Excellent communication, based on a spirit of openness and honesty. 

• To hold self and others to account for performance, progress and impact 

• To create an environment which motivates, energises and empowers. 

• To ensure a supportive learning experience takes place for every student. 

• Seeking creative and exciting solutions to problems or barriers  

 

 

Careers Advisor 

Job Description 



Generic duties for all College Staff: 

• To support the College’s mission, values and strategic objectives  

• To support the College’s policies on diversity and inclusion 

• To ensure awareness and compliance with the College’s Health & Safety 

• Policies and practices  

• As a member of staff working in a college setting, to have a duty to help keep young 

people safe and protect them from sexual, physical and emotional harm and to take 

reasonable steps to ensure the safety and wellbeing of students. 

• To embrace the College’s commitment to people development by taking part in 

continuing professional development activities. 

 

 

This job description is not necessarily a comprehensive definition of the post. The post holder may be 

required to undertake any other duties, as directed by the Principal or which may reasonably be 

regarded as within the nature of the post, after consultation with the post holder. 
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Careers Advisor 

Attributes, Values & Behaviours 
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Careers Advisor 

  Person Specification  
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Completing your application 
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