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Role Specification

Careers Coach


All campuses
1. Introduction
With an advisory and facilitation focus, this post will contribute to the delivery of one to one and group work in CEIAG to support a wide range of activities/services to engage students in personal development and progression opportunities within education, training or work. The successful candidate will work to deliver impartial CEIAG to students (FE, Apprentices, pre-16’s and Adults). Be proactive in liaising within the community and have the ability to be devise and deliver group work. The role will require an innovative and proactive approach, along with strong administrative and organisation skills. The post holder will also share administrative and quality assurance responsibility for the College.

2. Management Accountability
Responsible to: Admissions, Recruitment & Careers Manager

3. Key Responsibilities
1. Develop and deliver Career, Education, Information, Advice and Guidance (CEIAG) services/activities for students in the following areas:
a. Careers advice relating to employment opportunities.
b. Course advice and guidance.
c. General education guidance.
d. Progression advice, including university, traineeships and apprenticeship
e. Welfare and safeguarding advice.
f. Funding advice (for FE, adult and HE learners)
g. UCAS application advice
2. Work collaboratively with curriculum areas to ensure Careers Education is delivered to support all learners in developing a clear understanding towards their career and educational progression.
3. Ensure activities are delivered in line with the Careers Programme and Gatsby Benchmark guidelines.
4. Encourage and support learners to engage with education progression through one to one interviews and group works.
5. Plan and develop a range of events to encourage positive destinations for students.
6. Support the College with achieving positive student destination data.
7. Undertake and support students with the UCAS application process, alongside HE Careers & Employability Coordinators.

8. Contribute to the development of CEIAG services and group works for prospective and current College students.
9. Co-ordinate and support the development and advertisement of the Job Shop service.
10. Contribute towards the development of the College’s tutorial programme by planning and delivering appropriate sessions on, careers education
11. Collate and input attendance registers for all sessions attended.
12. Collate and analyse student feedback to support with improving delivery of service
13. Ensure services are compliant with College and National standards (ie Ofsted and Matrix).
14. Network and build partnerships with internal and external services (ie employers, local authorities, universities and apprenticeship providers) to support the impact of the service to students.
15. Promote all opportunities that support the development of students personal skills and progression prospects.
16. Maintain appropriate administration records in line with college requirements.
17. Support schools and college events (such as Open Evenings) as required.
18. Work flexibly to meet the needs of the service which may require evening/weekends.
19. Be multi campus based to meet the needs of the department and college.
20. Take responsibility for your own development in accordance with the needs identified through appraisals. Attend staff training, meetings or conferences as required.
21. Act professionally, prudently and in the interests of the organisation at all times.
22. Be committed to the safeguarding and promoting welfare of students.
23. Promote Equality and Diversity in all aspects and assess the impact.
24. Ensure safety of all students during activities / workshops, reporting any problems or concerns to management and / or appropriate department.
25. Maintain, use safely and in the proper manner all equipment and the college environment in accordance with College policy, guidelines and legislative requirements. Ensuring all responsibilities of the jobholder are meet in with the College Health & Safety Policy.
26. Assist with the recruitment of students to FE, HE and Adult programmes.
27. Assist with admissions/enrolment processes as required.
28. Contribute to the development of paper-based and online resources.
29. Any other such duties as may reasonably be required by your manager
30. Share good practice.

NB: Please be aware that the duties and responsibilities outlined above are not exhaustive and therefore may be altered and/or enlarged to fulfil specific officer roles. If appointed to this post you will be required to apply for a Disclosure & Barring Services check through the College.



Person Specification – Careers Coach



	Criteria
	Essential
	Desirable

	Qualifications
	
	· Degree
· Post graduate careers, IAG qualification
· Mentoring or coaching qualifications
· PTLLS
· Hold or be working towards a relevant IAG/Careers qualification including:
· NVQ 6 in IAG
· Level 6 Diploma in IAG

	Experience / Knowledge
	· Experience and knowledge of advice and guidance work in an educational setting.
· Highly developed understanding of further and higher education progression routes
· Strong knowledge of further and higher education funding
· Knowledge of all progression routes into education, employment and training
· Experience of working in one-to-one and group work settings
	· Previous relevant experience of working in an education setting.
· Previous teaching, mentoring, coaching, support or youth work experience

	Skills / Competencies
	· Excellent written and verbal communication skills & interpersonal skills.
· Strong administration and organisation skills.
· Strong IT Skills including the use of Microsoft Office programmes
· Highly developed research skills.
· Well-developed presentation and group work skills.
· Commitment and ability to act in a professional manner.
	




	
	
	

	Disposition
	· The ability to work as an effective team member.
· Drive and enthusiasm to respond and work flexibly in accordance with the needs of the service and in a changing & challenging environment
· A commitment to personal professional development
· Ability to work flexibly to meet the needs of the service.
· A commitment to work within the framework of the College’s Equality & Diversity Policy.
· Commitment to safeguarding and promoting the welfare of learners:
· 	Maintain professional relationships with all learners
· 	Achieve a DBS Disclosure satisfactory to the College.
	

	Attitudes & Behaviours
	· Act professionally, prudently and in the interests of the organisation at all times
· To maintain strict confidentiality on matters advised when requested to do so
· Communicates in a way that is fair applying high standards of tact and diplomacy
· A genuine interest in the staff and students of the College.
· A good record of attendance and punctuality.
· Appropriate professional appearance.
· Willingness to travel across all the College’s campuses according to rota and/or service need
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