
JOB DESCRIPTION – Careers and Employability Advisor

	Job title
	Careers Coordinator 

	Grade
	Grade G point 23-26 

	Responsible to
	Careers Co-ordinator

	Responsible for
	To provide careers guidance to learners

	Effective from
	October 2022



	
SUMMIT LEARNING TRUST Mission Statement
Success through Endeavour
Ambition through Challenge
Strength through Diversity




Role Purpose:

To be the operational careers lead on all aspects of careers education and guidance throughout the college including employment, apprenticeship options and higher education.


Accountability:

Assistant Principal with strategic responsibility for careers 


Main Duties and Responsibilities:

· Work with the Careers Co-Ordinator and Assistant Principal to develop and manage a stable careers education, information, advice and guidance programmed for learners with reference to the current external guidance, including DfE Statutory Guidance, CDI Frameworks, Gatsby Benchmarks and OFSTED recommendations.

· Ensure relevant and current careers resources are accessible to leaners to support their careers and progression planning. 

· Develop links with, and involving all stakeholders: parents, alumni, employers, HEIs, employer networks to ensure learners have access to a rich programmed of advice, information and opportunities.

· Liaise with the Careers Co-Ordinator and Assistant Principals to develop the careers programmed for the Academic Coaching Programmed including employment, apprenticeship and HE applications. 

· Liaise with the SDO responsible for Careers Enrichment to deliver high quality activities and ensure that information and advice given to learners is appropriate.






Tasks associated with Key Responsibilities 

· Provide impartial, individual careers guidance to students through self or teacher/ Academic Coach referral. Assist students in drawing up action plans for education and training. and support them to achieve these goals. 

· Liaise with the College’s SENDCO to support the transition and career plans of vulnerable students (including LAC and young carers) and those with learning difficulties and disabilities (including students with ECH plans and those with complex needs).

· Maintain computerised records of all student contacts.

· Offer advice and guidance to prospective students and their parents at open days and interview evenings and during the enrolment process. 

· Represent the College at local careers conventions/ Careers Evenings in schools

· Plan and manage the careers programme to be delivered via the Coaching Programme in liaison with Assistant Principals. 

· Ensure relevant and current careers resources are accessible to students to support their careers and progression planning through the maintenance of Moodle resources. 

· Plan and manage small- and large-scale careers events (including practice interviews, HEIs / employer application feedback workshops, Employer network events and annual Careers and Higher Education Fair) during the academic year which inspire and broaden students’ knowledge of opportunities. 

· Work with the Careers and Employability Adviser on specific projects agreed with the Assistant Principal.

· Ensure students are regularly informed of relevant opportunities (e.g., work experience placement opportunities, master classes, summer school) through digital and other communication methods.

· Maintain the careers pages on the College’s website to ensure that the careers programme to be accessible to students, parents, employers and other relevant stakeholders.

· Update annually (where appropriate) the Careers policy, and website entries. 

· Work with the Assistant Principal to prepare and monitor the annual Careers budget.

· Maintain the Quality in Careers Award. 

· Maintain the Careers & Enterprise Company online tools e.g Compass+

· Work the Assistant Principal to agree the Development Plan 

· Contribute to the post examination results service to students including a Results Day service

· Represent the college by participating and contributing to relevant CEIAG networks and events. 

· Support academic and support staff in their CPD where there is a careers element involved. Contribute to staff CPD to promote CEIAG themes, teacher/support staff development and resources. 

· Collect and collate statistical information that contributes to the evaluation of the service delivery. 


Other Responsibilities:

1. To take part in the College Professional Development and Performance Review Scheme
1. To be committed to the safeguarding and promotion of the welfare of children and vulnerable adults.
1. To be responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety Policy
1. To actively promote Safeguarding, British Values and the College’s Preventing Vulnerability strategy
1. To promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy

1. To carry out such other duties as may reasonably be required



Notes
· This job description is not necessarily a comprehensive definition of the post.
·  It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder.
	Job description issued by the principal:
	


	Copy received by:
	


	Date:
	







