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JOB DESCRIPTION – CEIAG Coordinator/Careers Adviser
Responsible to:  Deputy Headteacher (Teaching and Learning)

Hours:  37 Hours per Week; Term Time + 10 Days

Salary: PO1 – Point 27 – 30 (Actual Salary £27,151 - £29,261 – Full Time Equivalent £30,501 - £32,878)
AIM of Role:
As a colleague at Parkside School you will:  

· ‘Support’ pupils across the full age and ability range, aiming always for the highest possible standards of pupil achievement, personal development and well-being.  

· Develop and foster links with the school’s partners, stakeholders and other outside agencies. 

· Support the vision and values of the school

· Act as a role model to students

· Put the well-being, development and progress of students first

· Demonstrate respect for diversity and promote equality

· Work effectively as part of whole-school teams

· Cooperate professionally with other colleagues

· Help students to become confident and successful learners

· Strive to establish productive and supportive partnerships with parents/carers

· Demonstrate honesty, integrity and uphold public trust and confidence in the teaching profession

· Promote and be committed to the aims, objectives and values of Parkside school

As CEIAG Co-Ordinator/Careers Advisor at Parkside School you will: 

General

· Provide a thorough, impartial personalised career service throughout the school at all Key Stages, which raises student aspirations.

· Provide engaging advice, guidance and support on 6th form choices, including vocational courses, university degrees and post-16 careers. 

· Show an awareness of pupils’ preferences and which pathway(s) would be most appropriate for them. 

· Monitor and evaluate the effectiveness of the careers guidance at Parkside School.

· Staying up-to-date with relevant CPD and developments in the CEIAG sector.

· Be familiar with the provisions outlined in the DfE’s statutory “Careers Guidance and Access for Education and Training Providers” document.

· Ensure the school’s careers programme aims to meet the Gatsby Benchmarks set out in the DfE’s guidance.

· Commit to undertaking CPD opportunities, where available, to further knowledge and understanding of the labour market ad opportunities in FE.

· Ensure all staff knowledge relating to careers remains up-to-date.

· Oversee the day-to-day management and leadership of careers information.

Teaching and learning 
· Produce careers information and guidance through online and hard copy literature, and visual displays in school.

· Organise workshops for pupils that prepares them for their future careers, including interview skills, presenting oneself and how to fill out a job application. 

· Actively promote careers in-house at open evenings, presentation days, assemblies and parents’ evenings. 
· Organise presentations by speakers from the world of work, universities and other vocations.
· Develop incentives and initiatives which actively encourage pupils to use the school’s career service.

Leading and managing staff
· Encourage the training of school staff to promote careers guidance to their pupils.

· Ensure staff have the necessary information required for providing pupils with the support, leadership and motivation needed for when they consider their post-16 pathways.

· Work with teachers to ensure they create learning environments which allow and encourage pupils to tackle real life challenge, manage risk and develop their decision-making, team-building and problem-solving skills, which can be applied to the workplace.

· Attend and represent the school at local careers education guidance (CEIAG) meetings, coordinating the work of the school and other local schools wherever possible.

· Attend regular meetings with the SLT line manager, representing key views and ideas of CEIAG, ensuring that the headteacher is kept well informed of critical developments.

· Manage the work of other contributors to careers guidance, including teaching staff, support staff and librarians, where applicable.
Direction and development of CEIAG
· Consult with the Headteacher, SLT line manager, CEIAG subject leaders and HoFs regularly to create aspirational, yet achievable, aims for pupils in their last two years of compulsory education. 

· Create a successful in house careers advice service which effectively places pupils in the most suitable pathways for them. 

· Promote a multitude of opportunities to reach a wider pupil base, via the connections made with external sources. 

· Work with subject tutors to plan careers related tasks into lesson plans.

· Brief and support teachers of careers education and tutors who are providing initial information and advice to pupils.

· Develop and monitor teaching and learning in careers education across the school.

· Monitor pupil use of and access to careers guidance and provide data/analysis using internal tracking to highlight this.
· Monitor and review the impact of the careers guidance and access methods used, and use this information to improve and develop the school’s career programme to continue to meet all Gatsby standards.
· Continue the development of the CEIAG programme/Aspire 2b programme at Parkside including: wider industry links; apprenticeship pathways; pathways for students into industry linked to GCSE courses and A Level courses.

Contribution/progression/retention of CEIAG 
· Provide an open-door service for pupils, to drop in and discuss their options.

· Arrange meetings with pupils for careers, providing them with information which will be valuable for their individual requirements. 

· Arrange follow-up appointments with pupils to ensure they are still aiming for a set goal, evaluate their progress, and discuss alternative options with them, if required. 

· Follow up on past pupils for the next academic year to help support them and inform on NEET figures.
· Provide information on financial aid for pupils depending on the pathway they choose. 

· Develop a CEIAG scheme of work and share this with staff members.

· Liaise with staff members to contribute CEIAG-related materials to lesson plans.

· Develop an effective CEIAG-related policy which outlines how careers advice will be provided at the school, and ensure this is communicated with staff members.

· Liaise with the PSHCE staff and other subject leaders to embed careers education into the curriculum.

· Liaise with Deputy Headteacher/Progress Leader/SENCO, if applicable, to identify pupils in need of additional/specific careers guidance.

· Refer any pupils in need of specific guidance to in-school and external careers advisers where applicable.
· Organise assemblies, group discussions and taster events for pupils to meet a range of local providers and have discussions about the opportunities they offer.

· Provide staff and pupils with information of FE open days and option events.

Equality and diversity
· Ensure all measures of stereotyping are prevented in any advice which is given.

· Provide a wide range of career options for pupils before refining their choices.  

· Ensure that opportunities are suitable for a wide variety of people, including pupils with special educational needs and disabilities (SEND), minorities and pupils at risk of not participating in a post-16 pathway.

· Adhere to the school’s Equal Opportunities Policy at all times. 

Working with external agencies
· Develop a network of specialist partners in order to provide guidance on specific careers and other post-16 pathways. 

· Organise work experience and work place visit days with external agencies.

· Maintain effective partnerships with external agencies; actively promoting new ideas and collaborating sources to provide a well organised, developed service internally.

· Work with the LA to identify vulnerable young people, including pupils with (SEND), and those at risk of not following a post-16 pathway, and identify ways in which these pupils can be supported.

· Organise tailored open days for pupils at universities and colleges as well as “internal” information days/marketplace events.

· Establish, maintain and develop links with FE colleges, universities, apprenticeship providers and wider industries.

· Establish, maintain and develop links with employers to allow the coordination of work experience opportunities for pupils.

· Commission career guidance services, such as tutoring, progress reviews and external monitoring of pupils on work placements, if and where applicable.

· Manage links with the Local Enterprise Partnerships (LEP) network and other external organisations.

· Work with senior leaders to source the appropriate funding for careers events, taster days and in-school resources.

Leadership
· Advise senior leaders on policy, strategy and resources for CEIAG.

· Report to senior leaders and governors on careers guidance and with feedback on career events, such as careers evenings or visits from providers of employment and FE.

· Prepare and implement a development plan for CEIAG.

· Develop, implement and review a strategy, including strategic direction, for CEIAG which is in line with school protocols and the school improvement plan (SIP).

· Review and evaluate the programme of CEIAG, amending the scheme of teaching to meet the growing and changing needs of pupils.

SUPPORT FOR THE SCHOOL

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance management as required.

· To support, uphold and contribute to the development of the Council’s Equal Rights policies and practices in respect of both employment issues and the delivery of services to the community.  

OTHER SPECIFIC DUTIES TO INCLUDE: 

· Participating in the duties schedule (break/lunch etc.)
· Support the visions and values of the school.

· Act as a role model to students.

· Demonstrate respect for diversity and promote equality.

· Work effectively as part of a whole-school team.

· Co-operate professionally with other colleagues.

· Assist in ordering/monitoring/preparation of resources

· Maintaining financial records.

· Photocopying (other than bulk copying).

· Filing / Office management

· Prepare & produce documentation/correspondence

· Collect and enter data. (Student /exam/assessment etc.) 

· Preparing data for analysis.

· Assist in the arrangements of events/trips/courses etc.

· Assist with display.

· Produce assessment data for teachers

· Facilitating external and internal examinations.

· Assist in exam invigilation.

· First Aid

· Other duties commensurate with the role/clerical support (inc. reception/exams etc.) as directed by Line manager/Headteacher.
Personnel Specification
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	A relevant careers advice and guidance qualification at Level 6
	*
	
	A/C

	A relevant DBS certificate and barred list check.
	*
	
	A

	At least a 2:1 in subject area or other relevant degree. 
	
	*
	A/C

	ECDL qualification, or equivalent
	
	*
	A/C

	Safeguarding training
	
	*
	A/C

	EXPERIENCE
	
	
	

	Providing careers advice to pupils up to the age of 18
	*
	
	A/I

	The application process for post-16 pathways
	*
	
	A/I

	The application process for medicine, law and engineering, specifically
	
	*
	A/I

	Providing careers information, advice and guidance
	*
	
	A/I

	Working within a school environment
	*
	
	A/I

	Identifying pathways suitable for individual pupils
	*
	
	A/I

	Planning and organising careers events and CEIAG resources
	*
	
	A/I

	Experience of liaising with outside agencies and employers.
	*
	
	A/I

	Confidence in delivery, presenting/training to groups of students, staff and stakeholders
	*
	
	A/I

	Russell group applications
	
	*
	A/I

	Leadership and development 
	
	*
	A/I

	Leading classes 
	
	*
	A/I

	Presentations and tutorials
	
	*
	A/I

	CV writing.
	
	*
	A/I

	Employment application writing
	
	*
	A/I

	SKILLS
	
	
	

	An ability to work to deadlines.
	*
	
	A/I

	Demonstrate an understanding of the UCAS application process.
	*
	
	A/I

	Demonstrate how to identify suitable career pathways.
	*
	
	A/I

	Demonstrate how to support pupils at risk of not undertaking post-16 pathways.
	*
	
	A/I

	Demonstrate how to build strategic working relationships. 
	*
	
	A/I

	Show how to motivate and provide CPD for pupils in terms of career choices.
	*
	
	

	The knowledge of equal opportunities, policies and practice
	*
	
	A/I

	Confident telephone communication
	
	*
	A/I

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Work in ways that promote equality of opportunity for all
	*
	
	A/I

	Commitment to abide by and uphold the policies on Equal Opportunities, Health and Safety and Child Protection at Parkside
	*
	
	A/I

	Self-awareness, empathy, managing feelings, motivation, social skills
	*
	
	A/I

	An enhanced DBS certificate and barred list check.
	*
	
	I

	A good attendance and punctuality record.
	*
	
	R

	Good listening, oral and literacy skills
	*
	
	I

	An ability to work in a team.
	*
	
	I/R

	An ability to develop effective working relationships.
	*
	
	I/R

	Presentation of self in a professional manner. 
	*
	
	I/R

	Ability to maintain links with external contacts, including university admissions, potential employers and the armed forces.
	*
	
	I

	The ability to organise time.
	*
	
	I/R

	The ability to be empathetic with others
	*
	
	I/R

	Capable of handling a demanding workload and successfully prioritising work.
	*
	
	I/R

	Ability to maintain/write accurate and timely reports.
	*
	
	I

	ICT skills including use of appropriate software packages.
	*
	
	I


	Key:

A = Application                C = Certificate

I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.
Undercliffe Lane, Bradford, BD3 0DU
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