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Person Specification – Careers Coordinator 

	
	Essential
	Desirable

	Qualifications /Training 
	GCSE Maths and English grade C/4 or above or equivalent

Level 3 qualifications such as A level or BTEC or equivalent 

Level 6 Diploma in Careers Guidance and Development or equivalent qualification 

	Careers Leader Award or equivalent or willingness to work towards this.


	Relevant Experience
	Proven experience within the post-16 Education Sector and coordinating a careers programme. 

Post 16 Careers Adviser experience

	Previous experience of supporting learners with UCAS applications, including early entry candidates

	Knowledge and understanding
	Knowledge of and experience of supporting learners into Further and Higher Education opportunities and employment and apprenticeships.

	

	Skills and aptitudes
	Self-motivated, able to manage priorities and meet deadlines 

Good inter-personal and team working skills

Ability to develop effective working relationships with learners, colleagues and external stakeholders

Ability to lead others through legislative changes

Ability to produce accurate and clear professional reports and materials

Ability to solve problems and make appropriate decisions. 

Strong organisational skills with an eye for detail. 

Good oral communication skills demonstrated in a wide range of situations with young people and adults

Good IT skills

Ability and willingness to work flexible when required to support external events 
	Effective research skills

	Special Requirements
	Enhanced DBS clearance

Compliance with all College and Trust policies

The implementation of equal opportunities practice.

Promoting the stated aims and policies.

Commitment to continued professional development

Commitment to the safeguarding and promotion of the welfare and success of children and vulnerable adults

Willingness to contribute to College life beyond his/her subject area.
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