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Careers Adviser

	Job Description



	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	Summary of the role

	Job Title:


Careers Adviser 
Department:
Careers Department 

Location:


De Parys Avenue, Bedford


Reporting Line:
Head of Careers and UCAS
Hours:
20 hours per week (term time only plus 10 days out of school terms) 
Role Summary:                         To enable and assist with the delivery of a programme of careers education, information, advice and guidance.

	
	


This job description does not form part of the contract of employment and may be varied in accordance with the demands of the appointment. 

	
The Role

Working closely with the Head of Careers and UCAS, Oxbridge Co-ordinators as well as Heads of Department and Housemasters the Careers Adviser will help construct, monitor, plan and coordinate an inspiring and engaging offer. This will include helping to manage structured curriculum projects, on site careers-related activities and a centrally planned programme of events for all year groups throughout each academic year. 

The Careers Adviser will have an excellent understanding of – and alignment to – Bedford School’s vision and ethos. As a communication link for the School they will engage intelligently with pupils, staff, parents and external providers, building on the excellent relationships that already exist with agencies, universities and industry.  

The Careers Adviser will demonstrate flexibility and enthusiasm and enjoy working within a team with all members of the School community.  Additionally, they will be committed to maintaining a high standard and a well-organised flow of information and communication within the School and to the wider community.  
Careers Education  

• Assist in the management of the contribution of teachers, parents and other partners to deliver high quality careers provision, including UCAS responsibilities. 

• Help provide monitoring and training so staff and parents are equipped to assist the boys in their pathways Beyond Bedford.  
Careers Advice and Guidance  

• Engage with boys about their abilities, interests and achievements, ensuring support is tailored and appropriate, when needed. 

• Maintain and manage the platform Unifrog throughout this process for all year groups. 

• Assist the Head of Careers and UCAS in providing high quality impartial careers guidance to both individuals and groups of students via a range of formats including face-to-face careers interviews, workshops, email and telephone.  

• Support pupils applying for degree level apprenticeships. 

• Assist students to draw up individual action plans to help them achieve their education, employment and training goals.  

• Assist with the administration of permissions and forms for boys going on work experience. 

• Be available on IB, A level and GCSE results and key days for advice and guidance  

Careers Information 

• Develop links with and keep up to date with the range of opportunities available to boys including education, apprenticeships and other work-based education options.  

• Keep up to date with occupational and labour market intelligence, including knowledge of the careers sector to ensure the delivery of innovative careers projects across the School.  

• Maintain and build links with higher education establishments, employers and professional organisations, including the Old Bedfordian Association. 

• Ensure staff and students are aware of the range of opportunities available and are equipped to take advantage of these.  

• Assist in the planning, organisation and implementation of thought provoking and stimulating Careers Fairs and other careers related events throughout the year, organising speakers to undertake presentation or careers activities.  

• Develop and produce careers literature and web-based information and promote the use of careers information including books, software, websites and videos and help manage the provision of a career’s library and information area. 
Operational 

• Use IT platforms such as iSAMS, Firefly, Unifrog, Common Application and UCAS in order to assist the Head of Careers and UCAS by updating and monitoring data. 

• Using these IT platforms to develop new ways of communicating with pupils, staff and parents, ensuring content is stimulating, relevant and accessible.  

• Attend appropriate INSET and training as required, managing your own continuing professional development.  

• Ensure all documentation pertaining to individual students is up to date.  
• Deputise for the Head of Careers in their absence  
This job description is not exhaustive and the job holder may also be expected to undertake such other comparable duties as may be required from time to time. These details may be amended at any time by agreement, but in any case will be reviewed through the appraisal process.

	


	Person Specification

	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	
	Essential

These are qualities without which the Applicant could not be appointed
	Desirable

These are extra qualities which can be used to choose between applicants who meet all of the essential criteria
	Method of 
assessment

	
Qualifications
	Honours degree
Qualifications in Careers Guidance

(e.g. Postgraduate Diploma in Careers Guidance, Diploma in Careers Guidance, Qualification in Careers Guidance to Level 6 or Level 4 NVQ (Diploma) in Advice and Guidance (Including Career Guidance units))(or equivalent qualifications)
 
	
	Certificates

	
Experience
	Experience developing and delivering CEIAG within an education setting

A background of working well in a collaborative environment 

	
	Application form and references

	Skills
	To be an excellent communicator, orally and in writing, with boys, parents and staff.

To have good time management skills.

To have the ability to show initiative within the framework of a strong and supportive team.

A willingness to utilise and develop departmental resources.

To have excellent interpersonal skills

To be proficient in Microsoft Office and to be able to use technology appropriately to support Careers education.

	
	Application form and references


	
Knowledge
	Working knowledge of all educational qualifications required in relation to university applications 
Working knowledge of the UCAS application system and management, of student finance, and of applying for degree-level apprenticeships
Have an awareness of safeguarding and pastoral issues.

Appreciation of the ethos of an independent boys’ boarding and day school.
	Knowledge of non-UK university admissions systems  
	Interview and references


	
Personal competencies and qualities
	Enjoyment of working under pressure in a fast-paced environment, meeting timescales and deadlines  
Pragmatism and ‘can do’ approach.

Have commitment to professional development.

To be flexible, adaptive and persuasive.

To be resilient, committed and confident.

Ability to prioritise and remain calm under pressure.

To have an ability to work independently and within a team, using a wide range of resources.


	Able to advise pupils, parents and staff insightfully. 

A perceptive understanding of teenagers and their ‘needs’ and ‘expectations’. 
A good sense of humour.


	Interview and references
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