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COPTHALL SCHOOL

Copthall School is committed to the protection and safety of Children and young people.  All staff are expected to share this commitment.
Job Description: 		Careers Coordinator
Reporting to:			Headteacher
Hours of Work: 		36 hours per week 
Monday – Friday 8am - 4pm
Weeks per year:		Term time plus one week (39 weeks)  
Pay Scale:			SCP 23: £31,743 to SCP 26: £33,341
Responsibilities: 
· To manage the Careers/IAG, Work Experience and Enterprise education throughout KS3/4/5.
· Organise events and initiatives as appropriate.
· With support from the Leadership team, Directors of Learning, lead on organisation of the Careers Education, Information, Advice and Guidance (CEIAG) programme and delivery of the school work experience programme for all KS3, KS4 & KS5 students, in line with school, LA guidelines and legal requirements.
· With support from the Director of Learning for Sixth Form, co-ordinate a Work Experience programme, which includes securing placements and planned lessons, CV, personal statements and interview skills. 
· To liaise and coordinate with the CEIAG provision offered by the local authority.
· To co-ordinate key enterprise events across KS3, 4 and 5
· To provide appropriate support and impartial guidance to students and their families in relation to careers, vocational learning opportunities, apprenticeship and further/higher education.
· To provide impartial advice and support during the summer holidays following exam results (GCSE/A-level) to students regarding post 16 choice and university/work/apprenticeships as and when required.
· Establish and proactively develop links within industry and business on behalf of the School, in order to provide students with access to exciting and challenging opportunities, through work placements, visits and lectures.
· Plan, organize and deliver an annual programme of work placements to suit the needs of the students.
· Research, promote and co-ordinate visits and trips for students, which support this provision and which enhance provision in areas of the Curriculum as required. 

· Contribute to assemblies and give talks to year groups as required. 

· Pursue funding and sponsorship opportunities relevant to the provision, including the preparation and submission of applications and bids. 

· Provide clear and accurate information on Career opportunities and associated routes through education and employment for students. 

· Develop and manage constructive relationships and communicate between the school and external businesses/employers, agencies and professionals. Attend business events as appropriate.
· To impart information on relevant career related, apprenticeship and university taster opportunities to Key Stage 5 students.
· Provide advice and guidance to Directors of Learning and tutors as appropriate regarding all Careers/Enterprise/Work Experience programmes.
· Take a lead role in planning, development, design, organisation and delivery of Careers/IAG, Work Experience and Enterprise schemes of work for inclusion in the PSHE curriculum and Tutorials.
· To support Curriculum Leaders in the delivery of Careers education within their subject area and to advise staff on careers issues and information as required.
· To organise and lead where appropriate relevant Careers/IAG trips and in conjunction with national initiatives where appropriate. E.g. Employability Days, trips to Careers Fairs.
· Assist the Post 16 team with advice on university courses and undergraduate student matters.
· To support the Senior Leadership team in the monitoring of data and information on Careers/IAG/Enterprise for auditing purposes and external inspections as required.
· To keep up to date with the national strategy on Careers, Work Experience and Enterprise Education and services offered by external agencies.

· Produce copy for the School’s website and publications and maintain appropriate displays within the school relating to all areas within her/his remit. 

· Participate in the activities and events within the School calendar when required, for example, open days, examinations result days, meetings with parents. 

· Develop and maintain systems, including use of the appropriate technology, to ensure that practices and procedures are monitored, developed and controlled.
· Be responsible for the management of expenditure of the Careers, Work Experience and Enterprise budget.
· Health & Safety management: To undertake training to ensure that IOSH health & safety certification up to date to ensure that work experience health & safety checks can be undertaken by the school as required.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support diversity and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school
· Develop constructive relationships and communicate with other agencies/professionals.
· Share expertise and skills with others.
· Participate in training and other learning activities and performance development as required.
· Support student development
· Liaise with parents, carers and families
· Commitment and contribution to improving standards for students.
· Share the school’s commitment to safeguarding and promoting the welfare of all students.
· Contribute to positive relationships and provide effective support for your colleagues
· Monitor and maintain school resources
· Follow Health and Safety requirements and initiatives as directed
· Contribute to the maintenance of a caring and stimulating environment for young people
· To attend all staff meetings, relevant CDL training and Line Management in line with School Policy.
· Adhere to professional business standards of dress, courtesy and efficiency.
· To pursue an ‘excellent education for all’, in line with the ethos of the school.
· To undertake any reasonable activity as directed by the Headteacher that is not specified in this job description


 
	Person Specification 
	Essential: E Desirable: D

	Qualifications / Experience / Knowledge

	Good level of general education including GCSE Maths and English
	E

	Educated to degree level or equivalent
	D

	Experience of working in a school or academy 
	D

	Level 6 Diploma in Career Guidance and Development or above
	E

	

	Skills / Abilities

	Excellent time management, organisational and administrative skills
	E

	Excellent communication skills, including high standards of written communication, grammar and spelling 
	E

	Excellent IT skills with a range of software
	E

	Ability to produce clear and well-formatted documents
	E

	Ability to work with tact, diplomacy and maintain confidentiality 
	E

	Excellent attention to detail 
	E

	Ability to work under pressure to prioritise and meet deadlines
	E

	Initiative and ability to work without direct supervision, taking responsibility for tasks, prioritising and scheduling your own work 
	E

	Willingness to develop professionally, maintain up to date knowledge relevant to the role and attend courses as required
	E 

	Ability and willingness to work outside normal office hours if required 
	E

	A team player who is willing to go beyond their own responsibilities to help others at busy times 
	E

	Self-motivated, enthusiastic and with an excellent sense of humour
	E

	Confidential 
	E

	Willing to learn 
	E

	Honest and works with integrity
	E

	Committed to high quality
	E
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