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	Job title: Higher Education & Careers Adviser
	Status: Temporary 36 hours

	Team: Careers
	Reports to: CUBE Manager

	
	Direct reports: Deputises in the absence of CUBE Manager

	Department: The CUBE
	Departmental budget holder: NO


Position context:
In 2016, HSFC, one of the leading providers of Sixth Form Education within the UK, celebrated its 25th anniversary. These are exciting and challenging times for us and, with ambitious growth plans and a mission that states ‘Staff and students will participate fully in the process of education and through great teaching and learning, and working with strong partners, Havering Sixth Form College will ensure outstanding progression for students to high quality destinations.’ We continually seek to recruit outstanding staff members.

In 2015 we successfully built and opened our latest state-of-the-art teaching space, just one of 6 buildings catering for some 2300 students at our Wingletye Lane Campus. We are committed to continued growth in student numbers and a focus on providing high quality teaching and learning that is designed to enhance the employability and achievement of our students. 

Position purpose:
The Higher Education & Careers Adviser is responsible for providing specialist careers advice to students, with particular emphasis on applications to Higher Education as well as advising those who are seeking further training or employment.  An integral part of this role is to support students through the UCAS process by providing individual advice on course choice, entry requirements, student finance and personal statements.  The postholder will also be responsible for managing Oxbridge applications and supporting students applying for medicine and dentistry.  The role will also involve weekly contact with the Aiming High cohort of students, preparing them for the demands of UCAS applications to universities where competition for places is fierce.
The postholder will work closely with the CUBE Manager to coordinate these activities. At various times of the year the postholder will be required to provide specialist advice to students applying for employment/apprenticeships and will be flexible with working arrangements both in and out of term time.  The HE & Careers Adviser will be working towards or hold a professional qualification in Careers advice and will have excellent administrative, organisational and communication skills.








Position accountabilities:
	Accountability
	Key activities 

	Strategy
	· Deputises in the absence of the CUBE Manager.
· Is aware of the College strategic plan and how this role supports the College objectives.
· Develops specialist knowledge relating to HE and the labour market. 
· Contributes to positive destinations/successful student progression.
Supports Oxbridge, AimHigher and Medical groups with their applications and lead on their progression.
· Is aware of and ensures compliance with statutory legislation relating to CEIAG & Ofsted’s requirements.

	Planning 
	· To deputise in the absence of the CUBE Manager.

	Delivery
	· Offers specialist IAG to UCAS applicants with their personal statements, course & institution choice and student finance.
· Provide sustained IAG to Oxbridge and medicine applicants and lead on their progression, working closely with the Aim Higher tutors.
· Produce relevant resources to support Oxbridge & Medicine students.
· Manage the process of entering Oxbridge or medicine students for University admission tests and liaise with the Exams Manager.
· Research, advertise and manage applications for Summer school programmes, Taster courses and other widening participation opportunities.
· Process UCAS applications and collate references during particularly busy periods. 
· Provide IAG to students seeking employment, apprenticeships and further training. 
· Offer IAG on CVs, psychometric tests and interview techniques.
· Offer IAG to students to help them explore their career options. 
· Provide IAG to students who leave College mid-year.  
· Participate in Preview events, enrolment and induction giving IAG to prospective new applicants.
· Provide mock interviews for HE or job applications.
· Contribute to the CUBE website, regularly updating information
and opportunities.

	Delivery
	· Research HE & employment opportunities for students.
· Organise the annual HE & Careers event or any HE or employment related activity.
· Participate in in-house presentations – HE or employment related.
· Support the CUBE Manager in reviewing and planning the CEIAG programme and producing relevant materials.
· Establish, maintain and develop links with F & HE, Employers & apprenticeship providers.
· Arrange and participate in group visits to Universities or HE & Career conferences.
· Assist the CUBE Manager in the process of collecting and analysing destinations data. 
· Contribute ideas to the College Council meetings to agree strategy and improve student satisfaction through the loop review.
· Maintain own CIPD.
· Keep up to date with current career and labour market information. 
· Train new staff and tutors on UCAS and careers related practices.

	People Management / Organisational Development 
	· Takes full part in the College appraisal system.
· Maintains CPD in the arena of HE progression.

	Information Management and Reporting
	· Assists the CUBE Manager in the process of collecting and analysing destinations data. 
· Uses insight to suggest improvements to service.
· Measures College progression data against like institutions, reporting regularly.

	Health and Safety
	· Hold responsibility to avoid action that could threaten the health or safety of themselves, other employees, customers or members of the public.

	Good Citizenship
	· Holds personal accountability in ensuring continual focus on enhancing the student experience through actions, words and behaviour. 



Key Stakeholders:
Internal:
· Students
· Teaching & Support staff
· Link Governors & College Council

External:
· Employers
· HEI Providers
· Education providers
· Statutory bodies
· Parents/Carers
· Prospects
Knowledge, skill and experience requirements 
Essential:
· Educated to degree level, holds, is working towards or is willing to work towards a Professional qualification in Careers Advice and Guidance.
· Knowledge & experience of UCAS process.
· Knowledge & experience of working with young people in post 16 education.
· Experience of supporting young people into employment.
· Excellent customer service & communication skill.s 
· Excellent administrative & organisational skills.
· Good listening skills.
· Attention to detail and accuracy.
· Good presentation skills.
· High level of literacy.
· Confident in using a variety of computer applications.
· Experience of working with employers and ability to network.
· Ability to establish working relationships with external providers.
· Working to tight deadlines.
· Flexible team player but also able to work independently.
· Sympathetic and professional manner.
· Proactive and problem solving approach. 
· Ability to work under little supervision and able to use initiative and own judgement in making decision.s 
· Confident in dealing with students who have a range of issues.

Desirable:
· Attended Safeguarding training.
· A proactive attitude.
· Sense of humour.
· Prepared to challenge unacceptable behaviour or inequality.
· Ability to motivate young people.





Key behaviours:
· Demonstrate and role model College values which are:

1. Learning through continuous development & reflection- capacity is developed and continuous learning is institutionalised 
2. Responsibility - Responsibility for personal and organization’s future is shared 
3. Honesty - Elephants in the room are named and staff & students can speak truth to power, whilst respecting other people and their views 
4. Independence - Independent judgement is expected and respected 
5. Excellence - Achievement and Progression
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