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Reporting to the Employability, Careers and Enrichment Manager

Grade:		Sixth Form Colleges Support Staff Pay Spine Points 14-17
Hours:		20 hours per week, term time only + 2 weeks

You will be responsible for building capacity for industry work placements for staff and students, and promoting all progression for students (Apprenticeships, employment, self-employment, further and higher education).  You will lead on the development and maintenance of an efficient and effective careers information, advice and guidance service throughout the College, sharing best practice cross-site, and co-ordinating services for students and supplementing them as appropriate. 

Flexibility is important and actual hours will be negotiated to meet varying needs at differing times of the year.  Some evening work will be required as you will be expected to attend College Open Evenings and Parent Consultation evenings.  

Responsibilities:

Careers

1. Provide students with exceptional framework for Information, Advice and Guidance on opportunities for personal or career development and progression on a group or one-to-one basis. 
2. Lead on providing a comprehensive suite of guest speaker initiatives across the College, in line with pathways and subject specific areas.
3. To advise students on UCAS applications, providing up to date information, appropriate support on completing the process and giving appropriate guidance
4. Co-ordinate and manage year 12 to year 13 progression through in year guidance for year 12 students. 
5. Ensure the full implementation of Gatsby Benchmarks and lead on outstanding practice.
6. Identify suitable (short and long-term) Industry Insight placements for teaching staff to ensure that skills across the College are relevant and up to date.
7. Manage, maintain and develop the careers library and disseminate careers information within the College in consultation with Departmental Heads and Head of Student Services.
8. Attend College Open Evenings, Parent Consultation Evenings and any other relevant evening meetings with students as required.
9. Be fully available and on-site during examination results periods, in order to provide detailed and tailored advice and guidance to students.
10. Proactively lead on the collection, monitoring, tracking and maintenance of a database of destination information of all students, including leavers up to 21 years of age.
11. Provide a suite of services and support to local young people who have left the College but may need to access ongoing support.
12. Manage and develop a careers site on a Learning Platform (for example MS Teams) and setup and maintain interactive careers-based resources on it
13. Work with the Marketing Manager and Head of Student Services to promote the work being delivered by the team and to ensure regular publicity and news stories.
14. Be horizon scanning and ensure that the team is seeking opportunities to share and lead on best practice initiatives at a regional and national level. 




Employability and HE Progression

1. Build and maintain close links with industry and commerce to provide students with appropriate work experience opportunities.
2. Co-ordinate the monitoring and suitability of work placements in line with Health and Safety regulations
3. Develop a programme of activities to improve students progression opportunities, such as; careers talks, Oxbridge visits, mock interviews etc
4. Sit on boards and other employer partnership bodies to form relationships, networking opportunities and to monitor local employment needs to continually improve the understanding of the College functions and influence course selection and curriculum design.
5. Lead on identifying and securing Apprenticeship, TVET, FE and HE opportunities to engage students
6. Develop strong community links and volunteering opportunities for students.
7. Lead on the active promotion of work and volunteering experience opportunities throughout the College for 100% of learners on a range of pathways
8. Develop and maintain a comprehensive database of contacts and prepare reports on take up and success of work experience and voluntary placements.
9. Take the lead on UCAS applications, providing up to date information, appropriate support on completing the process and giving appropriate guidance.
10. With support of the Head of Student Services, survey students to collect data on learner voice, regarding opportunities and on the service you provide.

Carry out such similar duties as may be required by the Chief Executive Officer, commensurate with the post.


This job description sets out the main responsibilities for the postholder, but is not intended to be an exhaustive list. Specific duties may change from time to time without changing the general nature of the post and the postholder is expected to be flexible in the range of responsibilities they undertake commensurate with the responsibility and salary




Signed…………………………………………………     Date………………………
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Essential:

· Level 6 professional qualification in careers guidance, or equivalent, or willing to work towards

· Excellent networking and people skills with the ability to relate to young people and adults.

· Ability to continuously seek to develop and own knowledge of careers information and opportunities

· Excellent organizational and presentation skills

· Proven IT skills and excellent working knowledge of MS Office packages

· Proven ability to produce interactive careers based materials to enable students to make informed decisions about their progression and career opportunities

· Able to communicate effectively to promote the service to all stakeholders, staff and external organisations

· Proven ability to build, develop and maintain strong working relationships with external organisations

· Able to work on own initiative and as part of a team

· Ability to remain enthusiastic at all times

· Strong team player

· Self-confidence and maturity of outlook 

· Ability to organise events.

· Tact, sensitivity and empathy

· Commitment to the sixth form college ethos


Desirable:

· IT level 2 qualification and good application of Excel 

· Experience of providing careers guidance in an academic setting

· Full UK driving licence

· Proven experience of effectively building and maintaining a careers section on a Learning Platform.
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