                                                                                                                                                
	Job Title: Careers Adviser
Reporting to: Personal Development and Careers Manager
Base: The Roundhouse

	Hours 18.5 hours per week, 52 weeks per year
Contract Type Support – Fixed term Maternity Cover 
Holidays 20 per year subject to service increases (5 days increase after 5 years) plus 8 bank holidays and 6 college closure days pro rata 
Salary  £37,595 per annum pro rata, actual salary £18,797 per annum
 

	Job Purpose
To provide a high-quality professional careers guidance service to Derby College students. To develop effective partnerships within college and with external agencies in order to ensure a comprehensive and outstanding careers education and guidance provision. To develop and deliver innovative career products to support progression. 
   

	Key Responsibilities

Careers Guidance: To provide impartial careers guidance to existing and prospective students (to national standards)
· To provide and promote a comprehensive range of employability and careers guidance services that can be accessed by all Derby College students. Inclusive of one-to-one careers interventions, drop-in support, group work, events and larger scale presentations across all levels and learner profiles
· To coordinate, develop and update a scheme of work for Careers Education and Guidance to be delivered in tutorial sessions 
· To provide consultancy to academic teams and other IAG support staff to embed careers and employability within the curriculum and co-curricular space

· To liaise with faculty teams and support staff to ensure that the careers guidance needs of students are identified, met and appropriate referral systems are implemented and maintained
· To deliver careers guidance and careers education using innovative technology and up to date teaching methodologies 
· Develop, and take opportunities to support projects and new initiatives with a focus on forwarding the development of an innovative service in support of the DCG’s careers strategy and student progression
 
Events: 

· To coordinate and deliver a range of Careers Events and activities to ensure Derby College students have access to a range of career and learning opportunities. 

· Establish appropriate external visits for students e.g. HE Exhibitions and liaise with faculty teams in organising such visits.
· To support the identification and promotion of initiatives in relation to careers and employability that will improve the quality of services provided to students. 


Training & IAG development: 

· To organise and deliver IAG training to staff in order to support their role in the delivery of careers education and IAG 
· To actively engage in a culture of service improvement within the team through the observation and sharing of best practice; by challenging work practices; through feedback from students and stakeholders and ensure that evaluative evidence is taken into account when identifying areas for improvement 

· Establish promote and maintain written protocols for referral, together with associated documentation

· To keep abreast of national and local careers education and guidance developments and policies and ensure Derby College careers services complies with national and locally defined quality standards and professional practice 
· To keep up to date with college programme provision, progression routes and local / national opportunity structure and labour market trends in order to inform careers guidance practice

·  To take responsibility for your own professional development and continually update as necessary
· To actively support the development of careers guidance services including the use of innovative approaches and development of E guidance service

Reporting: 

· To provide regular management information and business reporting on work activities and outcomes. 

· To work in partnership with the internal stakeholders and teams to ensure a comprehensive information, advice and guidance service is delivered
· To work towards key performance indicators set for the careers team.


Resource development: 

· To ensure resources for Careers Education and Guidance, including careers information is comprehensive, current and accessible for all students 

· To support student enquiries by responding to effective referral systems 
· To support the development of careers information resources and products to be used across college, on the website for internal and external purposes

· To develop group work sessions that are in keeping with teaching and learning pedagogy


Stakeholder management and communication:
· To liaise and work with key stakeholders, establish and maintain effective working partnerships in order to maximise the range of progression services that are accessed by Derby College students 

· To work collaboratively with faculty staff, the apprenticeship team and other key internal partners to enable a coordinated service that enables students to develop their employability skills and access the full range of progression opportunities 
· To maintain effective relationships with employers, external agencies and professional bodies locally and nationally.
· To provide a professional customer service to both internal and external customers
· To support the development and implementation of an IAG communication strategy inclusive of social media
General:
· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.

· To comply with Equal Opportunities policies and to assist in the development of equal opportunities

· To comply with all Health and Safety policy, child protection and Risk Assessment policy and legislation in the performance of the duties of the post

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work. You are also required to co-operate with the College to enable it to fulfil its legal obligations. Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act

· To adhere to the College’s Computer Network Acceptable Use Policy

· To undertake risk assessments for any new activity and to ensure risk assessments are carried out for any on-going activity

· To work to the professional standards and awarding bodies as laid out by CDI, Ofsted, Matrix, Gatsby Benchmark and Career mark
· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job


	Person Specification 

	Competencies
Essentials

· Experience of delivering and/or supporting the delivery of careers education and/or guidance within Education/FE
· Able to plan and deliver group work 

· Be able to liaise with staff to embed and develop careers education within curriculum  

Desirables
· Working with a range of people from entry level to level 7 


	Knowledge
Essential
· Awareness of Careers Education Guidance including current legislation
· Awareness of 14-19 curriculum development
· Knowledge of HE institutes ad application process
· Knowledge of Labour market trends
· Good practice relating to equal opportunities included within the delivery of CEG
· Progression Pathways
· CEG Quality Standards
Desirables
· Knowledge of curriculum planning and design
· Academic/tutor consultation 

· Experience of embedding careers within curriculum

· Use of social media and innovative technology for the delivery of careers within an education setting
· Knowledge of student journey for adult and community clients, 18-19 age range, those on apprenticeships and HE students  


	Qualifications
Essential
· A first degree or equivalent and/ or professional experience

· A full qualification in careers advice and guidance (level 6 or equivalent) or willing to work towards
· L2 Qualifications including Maths and English (Grade A-C or equivalent)

· Further evidence of professional development.
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