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Job Description
Title: 			Careers Leader
Responsible to:	Headteacher 
Salary	:		Grade 9 or 10, depending on experience and qualifications		
Hours of Duty:	37 hours per week, term time plus seven additional days
Contract:	Permanent

Role Purpose:

The purpose of this position is to be responsible and accountable for the delivery of the programme of careers education, information, advice and guidance. It involves planning, implementing and quality assuring the careers programme, working with external partners and co-ordinating the contributions of teachers, form tutors and SENDCO.

Key Responsibilities:
Careers
· To encourage Burford School staff to be working toward the Gatsby benchmarks and to complete COMPASS+ as a way of recording activities taking place across the school
· To liaise with The Careers and Enterprise Company’s Enterprise Coordinator and to work with the school Enterprise Adviser 
· Establishing and developing links with employers and through these networks to organise  year group events like the Year 8 Careers Speed Networking and Mock Interviews 
· To organise a programme of Post 16 options, CV and employability skills activities for all students across year 10/11.
· Support the Pupil Premium Advocate with careers-related activities, including Year 10 Post 16 Options Support and Year 10 work experience
· Managing the careers budget.
· To offer impartial Careers Advice and Guidance to all students in year10/11 (post 16 options) and any other students who may self-refer or be referred. 

· Tracking and reporting of years 11, 12 and 13 destinations together with NEET figures – this includes intended destinations in March of each year
· Attending and delivering presentations to parents at the Sixth Form Meet the Tutor evening 
· Working with the Head of PHSE to ensure that the careers modules of PHSE are relevant and contain up-to date labour market information. 
· Attend reviews for students with SEN and to contribute to the Education Health Care Plans in order to ensure that students with SEN can make a successful transition to their next stage of learning
· To be available at school during the GCSE and A level exam results period for student/parent consultation
· To attend and contribute to the West Oxfordshire Schools Careers Partnership (WOSCP) group meetings and act as Chair for one meeting per year.
· To organise and contribute to the WOSCP apprenticeship convention and the WOSCP careers convention.
· To accompany students on college/employer visits if required
· Establishing and developing links with employers and training providers.
· Meet the Provider Access Legislation requirements.   
· Attend open evenings

Work Experience
· To deliver Year 10 Introduction to Work Experience session
· To brief Year 10 tutors about the process for work experience and for them to identify students who may need additional support 
· To present information about work experience to students and parents via assemblies, ParentMail, webinar or video.
· Establishing and developing links with employers who may wish to offer placements, e.g. Audley Travel, ADC.
· To support and guide Year 10 students in securing suitable work experience placements 
· Ensure that all the relevant online forms are completed by students, parents and their employers, so that placements can be checked for adequate health, safety and insurance and in case of emergency and placement details can be collected for data exchange
· Where necessary to accompany SEN student to their placements to meet with their employers in order to ensure that the employer is suitably briefed
· Deliver work experience briefing session to the year group and issue all students with work experience diaries
· To communicate with placement providers throughout the process, including data exchange prior to the work experience placement, emails during placement week, and afterwards by way of thank you.
· Visit students on placement
· Troubleshoot issues which may occur with students, parents and employers whilst the work experience is taking place 
· Organise work experience celebration assembly when students return from work experience
· For year 12, encourage and support students to find work experience placements, without actively canvassing employers on the behalf of Sixth Form students. 
· For year 12 ensure that all the relevant online forms are completed by students, parents and their employers, so that placements can be checked for adequate health, safety and insurance and in case of emergency and placement details can be collected for data exchange
· For Year 12, communicate with placement providers throughout the process, including data exchange prior to the work experience placement, emails during placement week, and afterwards by way of thank you.
· Support Extended Work Experience placements.
· Administration of Unifrog and keeping student and staff data up to date through Wonde
· Create and share regular careers communications to all stakeholders, such as Careers Newsletters, Staff Careers Guide, Information for employers and support publicity with careers information on the school website. 
· Maintain the Careers SharePoint page
· Update the careers policy, complete evaluation of the careers programme and report to Governors as requested.















Person Specification
	Criteria
	Essential
	Desirable

	Education & Qualifications:	
	
	

	Knowledge and experience of careers work in schools and ideally holding a relevant qualification such as a Postgraduate Diploma in Careers Guidance or equivalent. 		
	
	

	Willingness to undertake training appropriate to the role
	
	

	Relevant Degree
	
	

	Educated to A’Level
	
	

	English, Maths GCSE	(or equivalent) at Grade C or above
	
	

	Skills,	Knowledge & Experience
	
	

	Familiar with the options available for Further Education which includes the application processes
	
	

	Familiar with the options available for Higher Education which includes the application processes (Y
	
	

	A good understanding of apprenticeships as a post 16/18 option
	
	

	Experience of	 work experience in a school setting
	
	

	Ability	to handle sensitive issues relating to students,  maintaining confidentiality as required
	
	

	Experience and knowledge of working within a school environment and school management system
	
	

	Ability	to form good working relationships with  students,  parents/carers and colleagues, and work as part of	a team
	
	

	Good communication skills
	
	

	Excellent organisational and time management skills and the ability to work under pressure and independently
	
	

	Good administrative	skills; spelling,  punctuation and grammar
	
	

	Adaptability and flexibility in working practices and the ability to use their initiative
	
	

	A high	degree of professionalism in their approach to work and tasks set
	
	

	Present a good role model to students
	
	

	Experience of	 working with	 supporting and motivating young people
	
	

	Experience of	administration procedures
	
	

	Experience and good working knowledge of MS 365 and Office, including Mail merge
	
	

	Enhanced DBS check
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