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		JOB PROFILE
Job title:
Careers Adviser


Salary Band:

Band 6
Accountable to:

Senior Careers and Schools Team Leader


													


	Responsible for:

	Enabling independent lives through providing outstanding accessible specialised careers guidance to support students into further study, training or employment, which will meet the aspirations of individual students and employers needs for skilled workers



	
Duties and responsibilities

	1. 
	Inspire learners and prospective learners by providing general as well as personalised career planning and development advice and guidance that will enable them to make informed decisions. In particular you will work with applicants who apply for several different course choices or who have a spikey grade profile and engage with parents and carers where appropriate.

	2. 
	Provide high quality impartial Advice and Guidance to a wide range of individual clients through 1:1 interventions.  Provide detailed action plans for clients and record outcomes accurately and confidentially on a student record system in a timely fashion.

	3. 
	Design, prepare and deliver high quality group workshop sessions to learners and prospective learners on a wide range of topics around employability skills, CV writing, progression options, job search and career planning, these will be bespoke to particular curriculum areas and industry sectors.  Ensure that all resources reference contemporary information and up to date labour market data.

	4. 
	Provide up to date resources for students and curriculum colleagues through college online platforms and mediums, such as Vlogs, the Student intranet, Staff intranet, virtual learning environment platforms, and the college external website which are regularly updated and monitored for quality and relevance.

	5. 
	Promote and on occasion coordinate a range of trips or visits, guest speakers, or university outreach activities, which will help student’s research higher education and career opportunities.  Encourage students to attend Higher Education Taster events at local Universities and keep up to date with UCAS developments.  Assist students with the UCAS process, through group workshops and one to one sessions with students, including providing extensive support to students for personal statement writing and understanding of fees and tariffs. Assist tutors with the UCAS process by providing training and guidance on reference writing and personal statements and maintaining the college UCAS system.  Maintain effective UCAS tutor group lists as required and associated UCAS ‘Apply’ system administrative tasks, and support students with applications to Student Finance England.

	6. 
	By acting as a link Careers Adviser within specific faculty areas you will support curriculum to embed careers education and guidance for the benefit of all of their learners.  You will specifically support managers and teachers to develop faculty specific careers programmes and link curriculum learning with careers whilst supporting teams to provide engaging meaningful encounters with employers through careers events and guest speakers.

	7. 
	Work closely with Curriculum managers and teachers,  Achievement Coaches, Wellbeing team and work experience colleagues to support learners to transition and progress to the next level of study or career.  This might involve providing dynamic group sessions which support students to navigate application to employment skills around apprenticeships, developing entrepreneurial skills or supporting where their learning pathway is changing.

	8. 
	Systematically collect and record client feedback, from both individual and group interventions which details distance travelled, impact of service and measures quality of service provided. Support the Head of Service in the provision of such feedback to external quality assurance organisations such as Matrix and Ofsted, whilst supporting the strategic development of service improvements.

	9. 
	Continually seek to improve own professional and team performance, by working towards the Student Operations business plan and key performance indicators, utilising professional development opportunities, participating fully in peer observation and mentoring practices and personal development reviews each year, to drive quality improvements. 

	10.
	Ensure that your careers guidance knowledge and skills are up to date in particular in relation to local labour market information and theoretical practices and ensure that it addresses the needs of each client, tailoring support and embedding equality and diversity considerations throughout, in particular challenging stereotypical thinking and raising aspirations. 

	11.
	Significantly contribute towards the ongoing development of an outstanding careers, information advice and guidance service across the College.  This will involve achieving matrix accreditation every three years.  You will work within matrix quality standards at all times to ensure that exceptionally high levels of standards are maintained.

	12.
	Work with the Head of Service to embed the careers strategy for the College, which meets the National Careers Strategy statutory requirements and encompasses the 8 Gastby Benchmarks.  You will contribute to the service review and evaluate impact of services on a regular basis, at all times striving to exceed expectations and the meet the diverse needs of clients and stakeholders.

	13.
	Work with the Head of Service and at times independently to deliver an extensive careers/ progression awareness event each year across various faculties and campuses.  This will involve developing and maintaining a good network of contacts and fostering positive partnerships with external partners and employers for the benefit of learners.    

	14.
	Collaborate with relevant colleagues both internal to the college and external partners to ensure that all learners are suitably supported throughout their studies and therefore are retained and successful. 

	15.
	Adhere to the College’s safeguarding policies and procedures to ensure that Nottingham College provides a safe, welcoming and healthy environment for all students, staff and visitors.

	16.
	To contribute to the strategic direction and operational effectiveness of the College 

	17.
	Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the College

	18.
	Deliver on key performance indicators across the College, aiming to deliver continuous improvement

	19.
	Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies

	20.
	To proactively promote Equality, Diversity and inclusion and Health and Safety







NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.










PERSON SPECIFICATION

	Role:  Careers Adviser
	E/D
	A
	I
	T

	Qualifications:  

	1
	Hold the QCG Diploma in Careers Guidance at level 6.  Alternatively, you must hold at least a level 4 Guidance qualification and be undertaking the level 6 qualification and be nearing completion of this within 6 months of appointment of this role (must be completed within the probationary period of 6 months).
	E
	x
	
	

	2
	GCSE A* - C in English and Maths or a Level 2 qualification
	E
	X
	
	

	3
	A coaching and mentoring qualification at level 3 or be willing to work towards this
	D
	X
	
	

	4
	The Award in Education and Training level 3 or other teaching qualification or be willing to work towards it.
	D
	X
	
	

	Experience and Skills:

	5
	Have experience of delivering client centred and learner focussed services
	E
	X
	X
	

	6
	Have experience of working with groups of young students
	E
	
	X
	

	7
	Have experience of delivering workshop sessions with groups of people
	E
	X
	
	X

	8
	Have experience of good quality planning and developing high quality resources to be used in the delivery of group sessions which meet the 8 Gatsby benchmarks.
	E
	
	
	X

	9
	Experience of working effectively as a team to ensure that services are delivered in a flexible and responsive manner
	E
	X
	X
	

	10
	Have experience of providing careers education, guidance and pastoral support work with 14+ yrs age group and individuals with Special education needs
	E
	X
	X
	

	11
	Have good organisational and time management skills and the ability to work on own initiative
	E
	X
	X
	

	12
	Be able to use IT systems effectively and confidently to organise workloads, research information and log interventions
	E
	X
	
	

	13
	Have the ability to reflect on own performance and that of others in an objective and professional manner and to be able to provide constructive supportive feedback
	E
	X
	X
	X

	14
	Have excellent interpersonal and communication skills which ensure that the services are inclusive to all clients
	E
	X
	X
	X

	15
	Be able to present a professional and confident image to a range of clients
	E
	
	
	X

	16
	Be able to undertake extensive research to ensure that information provided to clients is the most up to date as possible
	E
	
	
	X

	17
	Ability and experience of developing positive, collaborative working relationship with curriculum, partners, and stakeholders including employers to deliver careers events and activities for the benefit of students.
	E
	X
	X
	

	18
	Have the skills to build effective relationships with young people, colleagues and other professionals
	E
	X
	
	X

	19
	Have the skills to manage one to one interventions for careers guidance, progression planning and individual support
	E
	X
	X
	

	20
	Have the skills to manage groups of students in a learning environment
	E
	
	
	X

	Personal Attributes: 

	21
	Commitment and passion to deliver Careers services at an outstanding level in the eyes of your clients
	E
	X
	X
	

	22
	Uphold and behave in accordance with our organisational values
	E
	X
	
	

	23
	A respectful and inclusive attitude to learners and colleagues
	E
	X
	X
	X

	24
	Flexibility to work at any College site / travel and work at external venues, and work additional hours to meet the requirements of the post including weekends and evenings
	E
	X
	
	

	16
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	X
	X

	17
	Commitment to quality and excellence through evidence of continuing professional development
	E
	X
	
	

	18
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	
	X
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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