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SUTTON GRAMMAR SCHOOL


Job Description 

Post: 		Careers Adviser

Salary/Grade: 	 	SGS Scale 5/SO1 (S14-S23) £28,433 - £33,407(fte) Actual Salary =£14,737 – 17,129

[bookmark: _GoBack]Hours of Work:	Term time, including inset plus two weeks in the holidays, 41 weeks, 3 days per week

Reporting to: 		Assistant Head Sixth Form

Purpose:	To plan, manage, and deliver a careers education programme across the school and manage the contribution of colleagues, parents, and other partners to develop high-quality careers learning, planning and development. Assist students as they make their UCAS applications. 

The primary responsibilities of the post holder are to:
 
· Support pupils and staff through the UCAS process
· Work with local colleges and schools to provide career encounters throughout the school
· Support the development and enhance the teaching quality of staff delivering careers
Work directly with students to offer top quality careers advice and guidance in relation to the Gatsby benchmarks
· Develop links with and keep up to date with the range of opportunities available to students including education, apprenticeships and other work-based education options
· Keep up to date with occupational and labour market intelligence
· Create links with higher education establishments, employers and professional organisations
· Ensure staff and students are aware of the range of opportunities available and are able to take advantage of these 
· Take the lead on key areas that will benefit the careers department
· Organise speakers to undertake presentation or careers activities.
· Undertake assemblies as and when required
· Develop and produce careers literature and web-based information
· Promote the use of careers information including books, software, websites and videos
· In conjunction with the librarian, manage the provision of a careers library and information 
· Audit and evaluate careers education, create an action plan
· Work in collaboration with the AHT and other colleagues to formulate aims, objectives and plans for careers
· Organise and plan events and activities
· Contribute to the development of a careers policy for the Trust
· Keep abreast of the latest developments in careers



Other 

· Undertake appropriate and regular training and development to keep up to date with current educational developments and legislation affecting Careers delivery in schools. 

· Be aware of and comply with policies and procedures relating to safeguarding, child protection, equal opportunities, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person; and undertake appropriate training as required by the school.

· Participate in training and other learning activities as required by the school.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. This list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the you will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the Chair of Board/CEO. 



Signature: …………………………………………	Print name: ………………………………………….
(Postholder)					
						Date: ……………………………………………….…..




Signature: …………………………………………	Print name: ………………………………………….
(Headteacher)
Date: 	………………………………………..….
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SUTTON GRAMMAR SCHOOL


Person Specification						       Role: Careers Advisor

	Criteria
	Essential
	Desirable

	Qualifications and Experience 

	Diploma in Careers Guidance or Qualification in Careers Guidance to Level 6, or at least level 4 and be working on level 6 qualification.

Experience of working and building positive, professional relationships with key stakeholders and delivery partners 
 
Experience of working at a level to facilitate a commitment from partners and senior leaders 

Maths and English at GCSE (or equivalent) Grade C or above (or equivalent).
		Relevant professional qualification. 

Current membership of a relevant professional body and/or network(s).
 
Experienced coach and mentor.
 
Change and growth management.

Experience of working in a Grammar school.
 


	· A levels or equivalent

	




	Knowledge & Experience
	· Experience of developing and delivering CEIAG within an education setting
· 
· Experience of successfully motivating students to plan and achieve their career goals
Knowledge of the university admissions system and student finance
· A working understanding of the full range of career opportunities for students, including apprenticeships


	· Knowledge and understanding of relevant statutory guidance pertaining to CEIAG




	Personal Attributes
	· Ability to relate well to young people and a genuine interest in delivering positive outcomes for them
Calm and resilient when working under pressure. 

Person of integrity and ability to maintain confidentiality, impartiality, and objectivity.

Authentic with good interpersonal skills. 

Excellent attention to detail.

Self-motivated with a ‘can do’ attitude. 

Flexible and proactive in anticipating and meeting the needs of others.

Open to collaboration and change. 

Committed to ongoing CPD and training.

Commitment to, and support for the vision and values of the Trust.
	

	Special Requirements
	· A working understanding and commitment to equality of opportunity for all

Commitment to the highest standards of child protection

Available to be contacted at mutually agreed times. 
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