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Message from the Executive Principal

Thank you for your interest in Skinners’ Kent Academy.  

The Academy opened on September 1st 2009.  It is an independent, non fee-paying, mixed, all ability school, funded by the DfE and supported fully by its lead sponsor The Skinners’ School, a grammar school for boys and the Skinners’ Company.

The Skinners’ Kent Academy is founded on the principles of a culture of high standards and high aspirations, a culture of active participation, an emotionally rich learning environment and an inclusive environment where every child is known and every learner supported.

The main aim of the Academy is to provide the highest quality of education for students, in Year 7 to Year 11 and the Sixth Form.  However, the Academy is more than a new type of school.  The Academy aims to raise and reflect aspirations within the local community and provide education, social and economic benefits for all.

The Academy moved into a state of the art new building in April 2013. This 21st century building provides outstanding facilities, not only for the Academy’s students but also for the wider community.  The Academy continues to expand rapidly and has been oversubscribed in Year 7 since 2014.  In September 2015 The Skinners’ Kent Primary School opened, initially at a temporary site within the Academy grounds, and has since relocated to the new site located at Knights Wood as the newest member of The Skinners’ family of Schools.

We aim to find and develop everything that is exceptional in each child and let it flourish within a framework of high expectations.  We intend to motivate and inspire our students to achieve of their very best, to fly high, and to set course on the brightest of futures.  If you have similar aspirations for young people and want to work within a dynamic learning environment in which the highest standards are demanded and expected at all times, then we would really be very interested in receiving an application from you.
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Mrs Sian Carr

Executive Principal
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CAREERS EDUCATION INFORMATION AND GUIDANCE COORDINATOR (CEIAG)

We are looking to appoint a highly motivated, extremely well organised, proactive individual to undertake this role within the Academy.  The successful candidate will have overall responsibility for the efficient and successful coordination of Careers education. 

The Position

Working with the Vice Principal, Achievement for All, the post of CEIAG Coordinator is 37 hours per week, 41 weeks per year.  This role is a permanent position.  This post offers opportunities for further development as the Academy grows so we are looking to appoint a candidate who has the interest, capability and motivation to develop this role in the future.

APPLICATION PROCEDURE - Please include the following in your application:
A. Complete an application form including appendix 1.

B. A letter explaining how your experience and qualifications equip you for this role.  Please refer to the role profile.

If you are short-listed, references will be requested following 17 June 2019

Interviews will take place, at the latest, week commencing w/c 24 June 2019
We reserve the right to interview and appoint in advance of the deadline for this post so early applications are advised.

Due to postal and administrative costs only short listed candidates will be contacted further.

Job Profile

POST:
Careers Education Information and Guidance (CEIAG) Coordinator

SALARY:

Salary Band 6 points –17 - 20 (£19,863 - £21,789 FTE)

RESPONSIBLE TO:
Vice Principal – Achievement for All

RESPONSIBLE FOR:
The administration and Coordination of CEIAG at the Skinners’ Kent Academy

WORKING PATTERN:
37 Hours per Week, 41 Weeks per Year (inlcuding INSET) 




Hours and weeks are flexible, to be agreed at interview

KEY RELATIONSHIPS:
Vice Principal – Achievement for All, Senior Leadership Team; Heads of Faculty; Heads of Subject; Teaching Staff; Students; Parents/Carers; External organisations; Community and Business Partners and Employers

1. 
Job Purpose

1.1
To support the Vice Principal Achievement for All to raise standards and aspirations and promote the vision, ethos, culture and policies of the Academy.

1.2    
To support the Vice Principal, Achievement for All to co-ordinate CEIAG services and work-based learning programmes for students, and facilitate student transition from Academy into the world of further and higher education and work.

1.3
To support up to A+A to ensure the Academy meets Gatsby benchmark standards and CEIAG statutory duties. 

2.
Key Responsibilities




2.1
To co-ordinate CEIAG services and work-based learning programmes for students, and facilitate student transition from the Academy into the world of further and higher education and work 

2.2 
To support Senior Leaders with updating appropriate policy priorities and resources for developing CEIAG.

2.3
To collaborate with Academy staff in creating and implementing a CEIAG programme that complements the Academy Improvement Plan.

2.4
To co-ordinate CEIAG activities in classroom, small group, and/or individual sessions and as part of the Academy’s Enhancement and Enrichment programme.

2.5
To establish and maintain effective business/education partnerships to provide extended and enriching opportunities for Academy students

2.6
To estabish, maintain and develop links with further education, universities and apprentiship providers.

2.7
Commissioning careers guidance services and referring students to appropriate guidance.

2.8
To engage in professional growth and development opportunities.

2.9
To ensure effective communication/consultation as appropriate with the parents of students on all CEIAG related matters.

2.10
To ensure effective liaison with appropriate services and providers in order to support high quality experiences for students in work placements and work related learning opportunities.

2.11
To co-ordinate Work Experience for Year 10 and 12 students 

2.12
To develop an assessment and evaluation system for WorkExperience and the Work Related Curriculum. Monitor access to and take up of careers information.

2.13
To work with the Vice Principal, Achievement for All to regularly review a policy & procedure for all Work Related Learning activities.

2.14
To provide student support on Key Stage 4 & 5 results day. 

2.15
To co-ordinate Post 16 career and learning paths for all Year 11 students.

2.16
To coordinate the UCAS process with the support of the Academy Senior Leadership Team.

3.
Additional duties 

3.1
To attend team meetings and staff meetings as required

3.2
To maintain confidentiality inside and outside the workplace

3.3
To understand and apply Academy policies and report all concerns to the Designated Safeguarding Lead.

3.4
To engage in relevant and challenging continous professtional development opportunities.

3.5
To develop positive relationships and communicate with other agencies/ professionals.

3.5
To develop constructive relationships and liaison between managers/teaching staff and Associate staff

3.4
To undertake other duties as may reasonably be assigned by the Principal or the Academy Trust, recognising that the duties of this post may vary from time to time without changing the general character of the post or level of responsibility. 

This job profile is subject to review to complement the Academy’s Performance Management Framework. 

	Name and signature of employee:
	

	Date:
	

	Name and signature of Performance Reviewer:
	

	Date:
	


Person Specification: Careers Education Information and Guidance Coordinator (CEIAG)


You should demonstrate that you meet the following criteria:

1. Education, training and qualifications

1.1
Evidence of good ICT, literacy and numeracy skills through an accredited qualification(s), preferably at NVQ Level 3 or experience in relevant disciplines

2.
Knowledge and experience

2.1
Proven experience of administration requiring attention to detail 

2.2
Proven experience of adhering to organisational policies and procedures and maintaining confidentiality

3
Essential skills and abilities

3.1
Excellent administrative and organisational skills, including the ability to multi-task, perform under pressure and deal with competing priorities

3.2
Excellent communication skills, including impeccable command of spoken and written English

3.3
Must be ICT literate and able to use the internet, eg consult websites, access information, 
download material/make entries electronically, operate the Academy’s database, produce 
and operate spreadsheet packages, produce analyses, use email.

3.4
High level of numeracy and literacy skills

3.5
Be able to work in an organised and methodical way, accurately to deadlines, effectively 
under pressure and have sound organisational and coordination skills.

3.6
Analytical, flexible and innovative thinker

4.
Personal qualities
4.1
Commitment to high educational, professional and personal standards

4.2
Understanding the importance of maintaining confidentiality

4.3
A flexible approach to work, including a sense of humour

4.4
Ability to manage a complex workload, to work independently and to tight deadlines

4.5
Commitment to equal opportunities and valuing diversity

�


Sandown Park, Tunbridge Wells, Kent 


TN2 4PY


Telephone: 01892 534377


Fax: 01892 516203


e-mail: � HYPERLINK "mailto:hr@skinnerskentacademy.org.uk" �hr@skinnerskentacademy.org.uk�


web page: � HYPERLINK "http://www.skinnerskentacademy.org.uk" �www.skinnerskentacademy.org.uk�


APPOINTMENT OF


CAREERS EDUCATION INFORMATION AND GUIDANCE COORDINATOR


(CEIAG)





to commence from September 2019 - earlier if available





Closing date 17 June 2019





Please follow application instructions included in this pack
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