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JOB DESCRIPTION

Job Title:



IAG &Schools Engagement Advisor



Directorate:



Faculty and Commercial and Marketing 
Centre:



Student Support Services
Reporting To:
Careers and IAG Team Leader 

Schools Engagement and Manager
Date JD produced/revised:
January 2018
Reference:                                   
SMT 288


The primary purpose of this job role is to;

Provide information, advice and guidance services to current and potential students and apprentices assisting them in making informed and realistic choices about their next steps in line with the College’s Strategic Plan for Excellence.
The role will be based across both Cambridge and Huntingdon Campuses. 
The primary duties, tasks and responsibilities of this job role are to;
Information, Advice and Guidance (0.6 based at Cambridge Campus)

· Provide a range of IAG support to students and apprentices promoting smooth transitions to apprenticeships, further and higher learning, employment or training. 

· Undertake 1:1 IAG meetings with students and apprentices producing appropriate post-interview action plans, ensuring such records are stored appropriately and client confidentiality is maintained.
· Support students and apprentices in the use of information technology packages including Adult Directions, UCAS, various careers software and Vinspired.  

· Support delivery teams to be able to signpost students and apprentices to relevant, current careers and progression resources. 

· Support with the design and delivery of an effective careers education programme, including developing an online Careers Hub and delivering group sessions covering a variety of topics including UCAS, CVs, job applications and interview techniques. Ensure materials are professionally presented and well researched.  

· Ensure that relevant up-to-date information is available to students both within in person and online. 
· Research progression opportunities and develop resource materials. 

· Use the CRM and student data systems to record all enquiries and interactions with all who access the service. 

· Liaise with other college staff to maintain a high profile and to ensure awareness of different courses and the careers education provision. Keep up-to-date with new developments within the college.

· Actively advance equality of opportunity and foster good relations within the College community.

· To adhere to College equal opportunities policies, procedures and practices.
Schools Engagement (0.4 based at Huntingdon Campus)
· Promote the College, its courses and services to school students and staff.
· Coordinate and organise and attend schools engagement activities and events for the Huntingdon Campus on behalf of the college.
· Be responsible for the administration and communication of event details to colleagues for schools engagement events and activities.

· Keep updated on changes in curriculum development within the secondary and further education and be able to communicate these effectively 

· Keep informed of the College’s admission and enrolment procedures and other aspects of all Student Support Services.

· Maintain relevant tracking documents and recording in a timely and accurate way. 

The resource management responsibilities of this role are;

Financial: None

People Management: None
Other: Maintain the Matrix standard

Special conditions or working arrangements applicable to this role are;

This post is subject to a successful probationary period of 6 months and a satisfactory Enhanced DBS clearance.
The College is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all employees and volunteers to share this commitment.

Please note that this job description is current as at the date shown above.  In consultation with you, it is liable to change to reflect changes in the job. 
	Terms and Conditions


	Details

	Salary Scale


	APT&C Scale 6

	Salary: (to be pro rated if part-time)


	£23,282 – £24,847 p.a.

	Superannuation Scheme:

	Local Government Pension Scheme



	Number of hours to be worked per week


	Full Time

	Full year or term time only contract


	Full Year


	Contract type


	Permanent


	Annual Leave Entitlement 


	25 days 


EMPLOYEE PROFILE

	ATTRIBUTES
	ESSENTIAL 

ATTRIBUTES CANDIDATES MUST HAVE ON ENTERING THE ROLE


	ADDITIONAL

KEY ATTRIBUTES ALREADY HELD OR TO BE DEVELOPED TO PERFORM  THE ROLE 


	ASSESSMENT METHOD

e.g., application form, interview, tests



	Qualifications
	Good level of education, including GCSE in English and Maths (or equivalent level).

A qualification in Advice and Guidance or similar discipline at Level 4 or Higher or willingness to achieve this within 18 months of employment. 
	Hold a relevant teaching qualification (e.g. PTTLS/DTTLS (or equivalent), Cert. Ed, PGCE)
Evidence of continuing commitment to self-development though courses and work undertaken
	Application Form

Certificates

	Experience and Knowledge
	Proven experience working in a careers and/or educational environment

Good awareness of agencies which support young people and children including health, voluntary sector etc.
	Experience of working with students of different ages and ability levels

Experience of working with secondary schools


	Application Form

References

	Skills and abilities
	Prepared to work flexibly in terms of job tasks and hours.

Be able to present information to students in a variety of different ways.
	
	Interview

	Other
	Knowledge of developments in education and training provision and the labour market

Familiarity with computer based careers guidance packages

Ability to work independently with the minimum of supervision

Empathy with and ability to relate to young people

Resilient in challenging circumstances

Highly organised, particularly when under pressure

Clean Driving License

To promote and safeguard the welfare of children and vulnerable adults
Commitment to equality & diversity

	Ability to analyse and present on-line data

Have access to your own vehicle to be used for business purposes. 


	Application Form

Interview

References




