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JOB DESCRIPTION
Post Title:

Careers Advisor
Purpose:


To provide high quality impartial careers advice and to support students in their preparation for a variety of career pathways. To liaise with College staff, local employers, HE providers and parents/carers to ensure students have the most up to date careers, information, advice and guidance. In addition to this they will work with individual students to secure work experience and apprenticeship opportunities.
Responsible to:

The Principal through the Vice Principal for Students and Assistant Principal for Student Progression. 
Liaising with:

Relevant staff with cross college responsibilities, e.g. College managers, teachers, progress tutors and support staff.

Working Time:

Two days per week, Term Time Only
Grade/ Salary:

30 – 32 Sixth Form Colleges’ Support Staff Pay Scale (£24,162 - £25,725 pro rata, per annum)
Main Duties and Responsibilities:
· To liaise with the Assistant Principal for Student Progression and relevant members of staff in planning and administering a high standard IAG service for students.
· To develop links with new and existing post-16 providers to ensure a wide variety of progression is available for students.

· To deliver information sessions/assemblies/talks where necessary to give students and parents/carers accurate advice on available career pathways.
· To organise and facilitate key college careers events.
· To support Progress Tutor Team in delivering IAG to students 
· To be available for parent/carer course discussion evenings and college marketing events, in order to provide information to parents/carers and students about career pathways.

· To facilitate drop-in sessions for students throughout the college day in order to assist students who require career advice and guidance.

· To work alongside the college Learning Support Manager and relevant staff to identify and deliver intensive support to target groups including students with SEND.

· To offer careers interviews to all students providing well informed guidance to students considering further education, apprenticeships, or other employment/training.

· To use college destination data and market indicators to inform IAG planning and to initiate intervention strategies, where necessary.

· To ensure knowledge of external agencies is up-to-date in order to signpost students and parents/carers to relevant providers for further advice/support.

· To develop links with local business in order to provide enhanced learning opportunities for students within the college curriculum.

· To liaise with the college’s Work Experience Co-ordinator to manage the provision of work experience for students.  

· To liaise in any necessary work with relevant Local Authority careers agencies. 
· To contribute to the college’s mission and ethos, to ensure that all students’ individual needs are met and that they reach their full potential. 
Staffing
Staff Development

· To undertake staff development where appropriate.

· To take part in the College’s Appraisal Process.
Deployment of Staff

· To ensure that appropriate arrangements for cover are made when absent.

· To work as part of a team and to ensure effective working relations.

Quality Assurance
· To ensure the effective operation of quality assurance systems.

· To contribute to the process of the setting of targets within the department and to work towards their achievement.

· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process.
Communications

· To ensure familiarity with the college’s strategic aims and objectives.
· To have a full and up to date knowledge of the Gatsby Benchmarks and any further statutory guidance. 
· To liaise with relevant external bodies as appropriate.

Marketing and Liaison
· To contribute to the College liaison and marketing activities.

· To link with external agencies as appropriate.

Management of Resources
· To contribute to the maintenance of an attractive working environment in your area and the wider college.
· To communicate careers opportunities and events to the staff and student body.  
Other
· To support the aims and objectives of the College.

· To attend meetings as appropriate.

· To undertake any other duties the Principal or his designated alternate may reasonably direct from time to time within the context of the St John Rigby College contract.

· This Job Description is subject to periodic review and amendment.
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