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MOUNT ST MARY’S CATHOLIC HIGH SCHOOL

CAREERS ADVISER - JOB DESCRIPTION
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Salary Scale    Salary Scale PO2 - £37,336 per annum (actual salary £33,083)

           Term time only plus 10 days
           37 hours per week, term time only plus 10 days
           Potential for part-time, 4 days a week

Purpose:  
· To support the Senior Leader with strategic responsibility for CEIAG.

· To contribute to the development of CEIAG to raise achievement which will impact positively on post 16 destinations of all students.
· To provide a range of professional guidance and career planning to enhance

· student employability.

· To co-ordinate the Year 10 work experience programme.
· To work in close collaboration with staff, post 16 providers and employers to

facilitate student progression.

Main Duties:  

· To manage and organise CEIAG sessions for students and CEIAG events across

· all year groups.
· To lead and manage the post 16 application process, monitoring and tracking of applications and liaising with the relevant staff, with regards to SEN students, to ensure appropriate progression routes.

· To carry out individual CEIAG interviews with a Careers Action Plan for support

with relevant year groups.

· To design, select and provide activities, resources and services to meet students’ career needs.

· To ensure students are well signposted to different guidance activities and

promote the use of relevant careers tools.

· To coordinate and manage the Year 10 work experience programme.
· To help students look for and obtain work experience placements.
· To lead and develop partnerships with post 16 providers,
· To liaise with the relevant colleagues to arrange assemblies throughout the year.

· To arrange relevant speakers for students regarding future options.
· To support careers events taking place both externally and internally.

· To work with a network of post 16 providers, Higher Education Institutions,

employers, voluntary organisations, business enterprises to promote opportunities for students.

· To support the SLT Leads for CEIAG to deliver a programme of enterprise and

employability skills.
· To support events and visits that promote post 16 opportunities, work related

learning, enterprise and employability skills for students.

· To liaise with Curriculum Leads regarding career events and Work Related Learning activities.

· To provide additional support to students at risk of becoming NEET to ensure they have a successful Post 16 transition.

· To attend Open Evenings, Options Evenings and Parents’ Evenings for all relevant year groups promoting CEIAG.

· To create, develop and manage and maintain databases as required.
· To manage the production of reports regarding CEIAG activities as required.

· To evaluate the impact of each element of CEIAG to ensure that all students are

able to have access to high quality careers information, advice and guidance.
· To collate and provide tracking, intended destination and destination data including NEET figures and report on this to the SLT Leads for CEIAG and the local authority within the deadlines.
· To ensure all Careers administrative tasks are prepared in order to assist the smooth

running of individual careers appointments and group activities.

· To maintain up to date careers information and resources.
· To update and maintain the Careers display board and promote CEIAG throughout the school.

· To update and maintain the CEIAG website information to inform students, parents and other key stakeholders about CEIAG.
Other Duties:  
· To play a full part in the life of the school community, to support its distinctive mission and Catholic ethos and to encourage staff and students to follow this example.

· To fully support the school in maintaining a strong Catholic character and fostering the faith development of students & staff.

· To display commitment to the protection and safeguarding of children and young people.

· To promote actively the school’s policies.

· To continue personal development as agreed.

· To comply with the school’s Health and Safety policy and undertake risk assessments as appropriate.

· To undertake any other duty as specified in the School Teachers’ Pay and Conditions Document not mentioned in the above.

· To engage actively in the performance review process

· To display commitment to the protection and safeguarding of children and young people

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
Our school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will be subject to a Disclosure and Barring Service (DBS) check.  
In accordance with Keeping Children Safe in Education, the school will carry out an online search as part of the due diligence on shortlisted candidates. 

