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Silverdale School is an extremely popular and high achieving 11-18 
comprehensive in the south west of Sheffield and is the founding 
school of Chorus Education Trust. The school is rated as 
‘Outstanding’ (Ofsted 2014) and has an excellent record of student 
achievement at both KS4 and KS5.  At its heart is one of the 

country’s largest Teaching Schools, the Sheffield Teaching School Alliance. The 
school sits within a new building with a full complement of facilities. 
 
In 2020 it was named the Sunday Times Top State Secondary School in the North of 
the Decade, in recognition of its sustained success. 
 
Silverdale School is part of Chorus Education Trust, and as such all appointees may 
be required to work at any Trust site in the future. 

 
You can view the school website at: www.silverdale-chorustrust.org  

Careers and Employability Development Manager 
Grade 7 SCP 27 – 31 

£33,828 – £37,261 (£17,751 - £19,468 pro rata) 

Permanent  

22.5 hours per week/ 41 weeks  

To start:  ASAP 

About this vacancy 
We are currently seeking to appoint highly motivated, skilled and creative Careers and Employability 
Development Manager to work equivalent of 3 days a week. 

The principal focus of a Careers and Employability Development Manager is to develop and co-
ordinate the careers education, information, advice and guidance programme as well as off-site 
work-related courses and training. Also to liaise with Post-16 and Post-18 education and training 
providers to work with staff, students and parents to provide the most effective support to ensure 
successful progression. 
The successful applicant will need to have very good numeracy and literacy skills as well as excellent 
communication and inter-personal skills. Experience of working with young people in a school 
setting is desirable. 

This post offers an outstanding opportunity to join the school at a key time. 

We are looking for: 

• Someone who is an excellent role model, creative and motivational 

• Someone who is able to inspire and challenge young people  

• Someone who has experience of working with young people preferably in a classroom 
environment 

• Someone with exciting ideas who can build on existing good practice 

• Be engaged in all aspects of a thriving school 

 

 

http://www.silverdale-chorustrust.org/
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Benefits include:   

• CPD support from one of the largest Teaching Schools, the Sheffield Teaching School 
Alliance, throughout your career.   

• Opportunities to develop skills and experience as part of a growing, local Trust.   
There will be no need to go elsewhere – your career will flourish with us.  

 

To apply  

The full application pack is available from www.chorustrust.org/vacancies and completed Chorus 
Trust application forms are to be sent to: recruitment@silverdale.chorustrust.org    
Please note that CVs and Sheffield City Council application forms will not be accepted.  
 

Deadline for applications: 11.59pm on 4 December 2022. 

Interviews to be held: week beginning 12 December 2022 

 
The successful candidate will be required to complete a Disclosure & Barring check in line with the 
Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975 and the Police Act Regulations.  

http://www.chorustrust.org/vacancies
mailto:recruitment@silverdale.chorustrust.org
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Job Description: summary 

Post title: 7 

Profile: 27-31  

Grade: Assistant Headteacher 

Grade spinal point 
range: 

Assistant Headteacher 

Accountable SLT post: None 

Line Manager of post 
holder (if different): 

Students 

Other teaching and support staff 

Staff to be supervised 
or line managed by 
post holder: 

By and for other support staff 

Post holder will work 
with: 

To lead and manage a professional, comprehensive Careers, 

Information, Advice & Guidance service to the students of the 

school/Trust.  

Holiday and sickness 
relief by/for: 

This post may work across the Trust schools. 

Purpose of job: 

Nov 2022 

This post may work across the Trust schools. 

Version revised: November 2022 
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Job Description: duties 

The post holder must at all times carry out his/her responsibilities within the spirit of the School 

and Trust policies and within the framework of legislation relating to Academies and Education, 

with particular regard to the statutory responsibilities of the Trust and the Governing Body of the 

School. 

These include but are not limited to: 

Specific duties and responsibilities 

• To lead and manage a professional, comprehensive Careers, Information, Advice & 
Guidance service to support the students of the school/Trust.    

• Co-ordinate the provision of work experience at KS4 and KS5 in collaboration with an 
administration support assistant. 

• Co-ordinate the work of the CEIAG team, directing the work of the Admin Support 
Officer and communicating effectively with the curriculum leaders (especially for 
vocational education and PHSE). 

• In conjunction with the pastoral team, develop and co-ordinate careers programmes 
for all pupils.   

• In conjunction with the pastoral team, intervene accordingly with potential ‘Not in 
Education, Employment for Training’ (NEET) pupils, identified by the school’s risk of 
NEET indicators (RONI). 

• Develop, implement and co-ordinate the school provision of CEIAG.    

• Lead and manage the application process into post 16 education, work related learning 
or training. 

• Develop and implement appropriate transition support to learners between the various 
key stages and beyond, utilising student data and liaising with appropriate staff.   

• Convey to staff and students the purpose of the service and ensure that it is publicised 
effectively, both internally and externally. 

• Identify barriers to students accessing appropriate advice and devise personalised 
strategies for their removal. 

• Coach students and build their self-esteem through basic skills provision; support their 
emotional development and challenging low expectations.   

• Coordinate and deliver face-to-face careers interviews for appropriate students. 

• Work with the relevant staff to devise appropriate individual support plans for 
identified pupils and ensure their understanding.   

• Work in partnership with the relevant manager and other colleagues, to ensure that 
the school is addressing the needs of targeted pupils. 

• Liaise with universities and co-ordinate visits for pupils to visit those universities. 
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• Build relationships with university colleagues and encourage university speakers to 
come into school and promote higher education and raise pupils’ aspirations. 

• Ensure students are given the opportunity to follow apprenticeship pathways are 
provided with the support and advice required to help them succeed on these 
pathways 

• Have input into the school’s Form Time and PSHE programmes in conjunction with the 
Key Stage teams / Leadership Team to deliver high quality learning experiences of 
vocational career pathways.   

• Responsible for the provision of Career Development advice to students and ensure 
that accurate timely advice is available for all students at various stages of their 
education. 

• Establish and maintain accurate and detailed records regarding action planning reviews 
and strategies with students. 

• Liaise with external providers as required to ensure that students access all available 
provision. 

• Coordinate employer visits, mentoring of appropriate students and ensuring all key 
information is up to date on the website for CEIAG. 

• Ensure that the CEIAG provision meets an appropriate external approved standard. 

• Share with Senior Leadership Team (SLT) a progress report on a regular basis. 

• Attend appropriate CPD opportunities provided by the school and external providers, 
funding permitting. 

• Develop and maintain links to Training and Community Services Providers. 

• Lead on all the school’s Career Events and specific projects as appropriate. 

• Liaise with Heads of year to update the school’s NEET tracker and identify pupils who 
are potentially NEET. 

• Work with other colleagues to implement strategies to prevent pupils becoming NEET, 
working with external agencies where appropriate.   

• Attend when required Parents’ Evening / KS4 Courses evening and other Open Evening 
events as directed by the Assistant Headteacher. 

• Work with appropriate teams within the school to ensure all students have progression 
routes Post-16 and Post-18.   

• Work to engage families with the specific school provision, ensuring student and family 
engagements events are tracked. 

Support for the Trust / School (applies to all roles)  

• Be aware of and comply with policies and procedures relating to child protection, 
health, safety and security, confidentiality and data protection, reporting all concerns 
to an appropriate person. 

• Work in a flexible way to respond to the needs of the Trust and to fulfil other duties 
and responsibilities appropriate to the grade and role as and when required. 
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• Be aware of and support difference and ensure equal opportunities for all. 

• Appreciate and support the role of other professionals. 

• Attend and participate in relevant meetings as required. 

• Contribute to the overall ethos/work/aims of the Trust/schools. 

• Participate in relevant training, other learning activities and performance management 
as required. 

• From time to time, to meet the needs of the Trust, you may be asked but not expected 
to work hours additional to your normal working hours.  The Trust will give you as 
much notice as possible and you will be paid/recompensed for such work.  Examples 
where this might be required are for example; relevant key school events such as Open 
Evenings, exam results days, trips, clubs, training etc.  

• Team responsibilities - All Business support staff are considered part of the overall 
support team and may be required to provide assistance to colleagues in other areas 
from time to time commensurate with the role, skillset and grade. 

 

Changes to these duties 

The above duties are not exhaustive and the post holder may be required to undertake tasks, 

roles and responsibilities as may be reasonably assigned to them by the Principal.  

The job description and allocation of particular responsibilities will be kept under review and may 

be amended via consultation with individuals, the Governing Body or Board of Trustees and/or 

Senior leadership team as required. Trade Union representation will be welcomed in any such 

discussions. 
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Person Specification 
Job title: Careers & Employability Development Manager 

REQUIREMENTS 

Esse
n

tial 

D
esirab

le

e 

Assessment method 

A = application 

I = interview 

R = reference 

Knowledge, experience and skills 

Relevant recent experience of motivating, mentoring and 

guiding young people in relation to providing the most 

appropriate Careers advice.  

  

A/I 

Experience of leading and managing projects involving 

information and advice. 
  

A/I 

Experience of working with young people between 11-18.   A/I 

Experience of co-ordinating CEIAG or Work Experience in a 

Secondary School. 
  

A/I 

Experience of working with students on an individual, group 

or classroom level.  
  

A/I 

Willingness and ability to innovate or to support innovation 

which may lead to more effective working practices which 

benefit students and staff. 
  

A/I 

Ability to work independently and as part of a team.   A/I 

Openness and willingness to address and discuss relevant 

issues. 
  

I 

Qualifications 

A relevant Level 6 qualification e.g. Diploma in Careers 

Guidance and Development or NVQ Level 4 in Advice & 

Guidance. 
  

A 

Health and Safety Accredited training e.g. IOSH.   A 

Counselling Skills qualification      A/I 

Good level of literacy and numeracy eg GCSE Maths and 

English at level 4 or above 
  

A 
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Other skills 

A commitment to multi-agency working and an awareness of 

the role and function of relevant agencies.   
A/I 

An ability to work effectively in teams, with an ability to lead 

and motivate other staff.   
A/I 

An ability to engage and motivate young people. 
  A 

Ability to build and form good relationships with students, 

colleagues and external agencies. 
  

A/I 

Ability to use own initiative to work flexibly and respond 

positively to a range of situations. 
  

A/I 

Excellent organisation skills including effective time 

management. 
  

A/I/ 

Ref 

Ability to work to tight deadlines and prioritise workloads.    
A/I/ 

Ref 

Good standard of ICT skills using Microsoft Office/Outlook etc.   A/I 

Maintain strict confidentiality of information.   A/I 

To understand, support and implement equal opportunities 

principles and legislation in all aspects of the post.    
I 

To maintain consistently high standards and expectations in 

all aspects of the post. 
  

I 

To consistently and relentlessly support the academic, 

vocational, social and emotional needs and aspirations of 

young people through working with parents, staff and other 

colleagues and agencies in raising achievement and providing 

opportunities for effective and sustained progression. 

  

A/I 

Willingness and ability to share expertise, skills and knowledge 

and ability to encourage others to follow suit. 

 

  

I 

Interpersonal skills 

Excellent communication and interpersonal skills and an ability 

to relate to people at all levels (in particular students).   
A/I 
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Ability to be flexible. 
  A 

Willingness and commitment to professional development.  
  A/I 

Ability to stay calm under pressure. 
  A/I 

Excellent timekeeping and attendance. 
  I 

Understand the importance of Equal Opportunities and Health 

& Safety at work.    
A/I 

Willingness to work with students on an individual, group or 

classroom level. 
  

I 

Child protection 

A commitment to the responsibility of safeguarding and 

promoting the welfare of young people. 
  I 

 

 


