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Application Pack -  
Careers Advisor 

Thank you for your interest in our vacancy.

The following information contains further details including the job description and person specification.
	Appointment Type
	Temporary, in the first instance

	Start Date
	1st January 2026 

	Hours
	20/25 hours per week 
Working days to be confirmed
Term time + Inset Days (39 weeks)

	Salary Scale
	Sandbach High School and Sixth Form College pay scale
Grade 6
Actual salary £13,279-£14,632

	Closing Date
	Friday 28th November 2025


	Interview Date
	TBC




Sandbach High School and Sixth Form College is committed to the safeguarding and promoting the welfare of children and young people and we expect all our employees and volunteers to share this commitment.  This post is exempt under the Rehabilitation of Offenders Act 1974 and the successful candidate will be subject to an enhanced check by the “Disclosure and Barring Service” along with other stringent vetting and induction processes.

Application forms can be accessed from www.sandbachhigh.co.uk 












Job Description 		Careers Advisor 

Responsible To:		Careers Leader 

MAIN RESPONSIBILITIES	
	1
	To conduct personal guidance meetings with a CEIAG focus, offering impartial advice.

	2
	To support students from all backgrounds, including those who are disadvantaged and/or have SEND.

	2
	To assist in the development of the careers programme in collaboration with the careers leader.

	3
	To assist in communicating the key priorities of the strategic careers plan throughout the school and college.

	4
	To support with coordinating work experience 

	5
	To carry out work experience visits

	6
	To help lead assemblies and staff training 

	7
	To support with college promotion 

	8
	To assist with events such as Year 9 Options Evening, College Open Evening, and activities involving parental engagement.

	9
	To lead on alumni relations 

	10
	To help with embedding Unifrog or similar systems 

	11
	To lead on careers based social media such as Linkedin and Instagram 

	12
	To liaise with the local careers hub 

	13
	To help support careers programmes such as the Employment Readiness Programme 

	14
	To support the careers leader with coordinating events on the careers programme. 

	16
	To keep up to date with the latest statutory requirements of careers education in schools and colleges. 

	17 
	To help evaluate the careers provision and report to the Careers Leader, SLT and Link Trustee 

	18
	To be one of a small group of support staff undertaking emergency first aid duties to pupils on a rota basis to include the issuing of prescribed medication to pupils.














Person Specification 	Careers Advisor
	
	Essential 
	
	Desirable 

	
	An understanding of, and support for, the ethos of the school.

Level 6 Qualification in CEIAG 

Solid working knowledge of the Gatsby Benchmark for careers 

Agreement to abide by Code of Ethics for Careers Guidance.

A strong and comprehensive understanding of Further Education systems and careers education and guidance practices.

An understanding of the curriculum and an awareness of the diverse needs of students across all age groups

A genuine interest in students’ wellbeing and a clear understanding of the factors that influence young people and their decision-making processes.

Outstanding communication skills with the ability to effectively engage students, staff, and parents.

The ability to deliver confident and engaging presentations to a variety of audiences, including students, staff, and other stakeholders.

Proficiency in IT

Willingness to be flexible and available for events such as Year 9 Options Evening, Year 11 Parents’ Evening, and Year 11 and 13 Results Day.

Reliability and a high level of organisational skills. 

An ability to contribute to and work effectively as part of a team 

An understanding of the importance of personal and professional growth, with a willingness to engage in continuous professional development (CPD).

	
	Registered with the CDI








All staff at Sandbach High School and Sixth Form College are expected:
· To adhere to the school’s corporate standards, policies, systems and procedures in relation to Safeguarding and Child Protection, and health and safety
· To set a personal example that contributes to the positive ethos of the school
· To be committed to the life of the school and to support its distinctive mission and ethos
· To behave at all times in accordance with the school’s values
· To agree annual performance targets with their Line Manager
· To promote the school favourably in the community
· To engage actively in the performance review process, addressing appraisal targets set in conjunction with the line manager each autumn term.
· To participate in training and other professional development learning activities as required.
· To promote equal opportunities and celebrate diversity in all aspects of the school.
· To play a full part in the life of the school community, to support its distinctive aim and ethos and to encourage staff and students to follow this example.
· To adhere to the school’s Staff Code of Conduct and the Dress Presentation Code.
· To comply with the school’s Health and Safety policy and undertake risk assessments as appropriate.	 
· To be familiar with and promote safeguarding requirements, demonstrating adherence to the DfE Guidance ‘Keeping Children Safe in Education’ and the school’s Safeguarding/Child Protection policies.
· To be aware of and comply with all school policies and procedures, in particular those relating to conduct, child protection (as above), health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 

Safeguarding 
· Sandbach High School and Sixth Form College is committed to keeping children, young people and vulnerable adults safe. The post holder is responsible for promoting and safeguarding the welfare of the children, young people and vulnerable adults for whom she/he is responsible or comes into contact with. 

Health & Safety 
· The post holder will be responsible for his/her own health and safety. All duties and responsibilities must be carried out in line with the specific requirements detailed in the school Health and Safety policies. 

Policies & Procedures 
· The post holder will be accountable for ensuring that he/she is aware of relevant school policies and that all duties and responsibilities are carried out in line with the appropriate policies and procedures. 

Equality Act 2010
The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).
We will consider any reasonable adjustments under the Equality Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post





Thank you for your interest in our school.

We look forward to receiving your application.

All applications should be emailed to recruitment@sandbachhigh.co.uk

	Closing Date
	Friday 28th November 2025

	Interview Date
	TBC
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