
 
 

Careers Progression & Work Experience Co-ordinator 
Person SpecificaƟon 

 
QualificaƟons and Training 

 5 GCSEs at grades 9 to 4 (A* to C), or equivalent, including English and maths  
 

Skills and Knowledge 
 Good communicaƟon and interpersonal skills, with the ability to work effecƟvely 

with staff, pupils, and visitors.  
 A good level of ICT skills, including the use of MicrosoŌ Office and Google Suite. 

Experience of Unifrog and Compass + desirable, however, training will be provided as 
appropriate.   

 Strong organisaƟonal skills and the ability to prioriƟse workloads effecƟvely.  
 Good understanding of post-16 and post-18 career pathways 
 Knowledge of Gatsby Benchmarks. 
 Ability to respond flexibly to changing prioriƟes and operaƟonal needs.  

 
 
Personal QualiƟes 

 Well organised, efficient, and able to work independently as well as part of a team.  
 Understanding of, and commitment to, the ChrisƟan ethos and values of the school.  
 Demonstrable respect for young people through posiƟve aƫtudes and behaviour.  
 Ability to maintain confidenƟality and professionalism at all Ɵmes.  
 A flexible and posiƟve approach, with a strong commitment to providing 

independent careers advice and guidance to all stakeholders across the school 
community. 


