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JOB DESCRIPTION


POST TITLE:				Careers Advisor

GRADE:		Harmonised Salary Scale Point 23

WORK ARRANGEMENTS:		37 hours per week/52 weeks per year

DEPARTMENT:	 		Career Planning and Progression

RESPONSIBLE TO:			Career and Admissions Manager 

RESPONSIBLE FOR:	Providing outstanding Careers, Education, Information, Advice and Guidance to new and existing students, parents, employers and other stakeholders, supporting the College’s vision to become and sustain outstanding.

PURPOSE OF THE POST 

1. Provide professional and high quality IAG.
2. Support new and existing students with the appropriate IAG to inform their qualification choices and career pathways.
3. Strive to achieve consistently outstanding provision.
DUTIES AND RESPONSIBILITIES

1. Work effectively together with classroom based, work-based and cross college colleagues as one team respecting and valuing each other to deliver outstanding services to students.
2. Ensure all potential applicants, new and existing students and internal progressions receive appropriate IAG to meet individual student needs.
3. Contribute to the development and implementation of a range of IAG activities, enhancing students’ understanding of career pathways and progression routes.
4. Work as part of the Careers Team, in delivering IAG interviews and providing recommendations to students to inform their choices, qualification and career pathways.
5. Deliver a range of group work activity to students and apprentices that will aid and ensure effective career planning. 
6. Support the delivery of the external Careers Service through schools contracts and Service Level Agreements as required throughout the academic year.
7. Take responsibility for resolving queries in a timely manner.
8. Support internal and external events promoting the College as the outstanding provider of choice.
9. Work in conjunction with curriculum teams to ensure there is a clear communication and agreed actions to support students in the transition from IAG through to enrolment on a particular course.
10. Respond to internal and external requests from students, staff, parents, employers and other stakeholders in a professional and timely manner.
11. Work proactively with cross-college colleagues, including the marketing team, to ensure information provided to students, parents, employers and other stakeholders is accurate.
12. Maintain a range of administrative systems and records relating to College students.
13. Contribute to the delivery of the area business plan, self-assessment and the Customer Excellence Framework.
14. Work directly with curriculum teams to provide and effective link between student and curriculum services.
15. Contribute to delivery of other services within the Student Services Team to promote a multi-skilled and flexible workforce.
GENERAL

1. Take responsibility for one’s own professional development and continually update as necessary, participating in appropriate staff development activities as required including the Professional Development Review.
2. Promote a positive image of the College and the work that is carried out across its various services.
3. Comply with all legislative and regulatory requirements.
4. Apply the College’s own Safeguarding Policy and practices and attend training as requested.
5. Show a commitment to diversity, equal opportunities and anti-discriminatory practices. The post holder is expected to comply with and promote the College’s Equal Opportunities Policy in all aspects of their duties and responsibilities.
6. Carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.
7. Take an active role in the health, safety and welfare of students and staff, attending training and carrying out health and safety related activities as appropriate to the role.


Person Specification

	Post:
	Careers Advisor
	Department:
	Student Services



	Key Requirements:
	Essential/
Desirable
	Assessed

	Qualifications:
	
	

	IAG qualification minimum Level 4 with a willingness to work towards Level 6
	E
	A

	English and mathematics at Level 2
	E
	A

	Customer Service qualification
	D
	A

	Experience:
	
	

	Minimum of 3 years’ experience in providing high quality IAG in a complex educational setting
	E
	A/I

	Proven experience of providing IAG to meet the needs of individual students
	E
	A/I

	Proven experience in working within a multi-functional team to deliver a high quality service within a complex organisation
	E
	A/I

	Proven experience in providing appropriate qualification routes and careers pathways and supporting students to make informed choices for now and their future careers
	E
	A/I

	Proven experience of providing effective progression interviews for students
	E
	A/I

	Proven experience of supporting both classroom and work-based in relation to appropriate CEIAG
	E
	A/I

	Proven experience of providing excellent customer service
	E
	A/I

	Proven experience of implementing improvements to services
	E
	A/I

	Proven experience of working effectively as a member of a customer facing team
	E
	A/I

	Proven experience of planning and co-ordinating internal and external events
	E
	A/I

	Proven experience of managing and inputting in customer related management information systems within an education setting
	E
	A/I

	Skills/Knowledge:
	
	

	Know of the FE sector, funding and challenges facing the sector
	E
	A/I

	Excellent presentation skills and the ability to provide detailed action plans and recommendations
	E
	A/I

	Ability to manage time, meet tight deadlines and work under pressure
	E
	A/I

	High levels of competence in the use of Microsoft Office
	E
	A/I

	Ability to seek advice and referrals to meet student needs as required
	E
	A/I

	Qualities:
	
	

	Strong organisational and time management skills
	E
	A/I

	Ability to be flexible and willingness to work in a multi-functional environment
	E
	A/I

	Ability to work effectively across teams within a complex organisation
	E
	A/I

	Other Requirements:
	
	

	An understanding of Safeguarding of Children & Vulnerable Adults within the workplace
	E
	I

	Full commitment to Equal Opportunities and anti-discriminatory working practices
	E
	I



E = Essential		D = Desirable  	A = Application	I = Interview		T = Test
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