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JOB DESCRIPTION

Job Title:

Careers Advisor 
Grade:


SO1 Spinal 23-25



Responsible to:
Principal
Job Purpose:
To work with pupils in Year 9 to Year 13 to provide them with impartial careers information, opportunities for learning and advice and guidance to enable them to develop and implement career management skills
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Job Purpose
( To support the implementation of the school’s careers plan to ensure that the Gatsby Benchmarks are continued to be met; 

( To work with pupils in Year 9 to Year 13 to provide them with impartial careers information, opportunities for learning and advice and guidance to enable them to develop and implement career management skills; 

( To support the school’s vision of ensuring every child is ready to take up the challenges and realise the opportunities of the 21st century. 

Key External Contacts

· Parents/Carers
Key Internal Contacts

· Pupils
· Staff
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Major Tasks, Duties and Responsibilities

( To deliver impartial careers information, advice and guidance to young people to professional standards on a range of learning opportunities within the Year 9 to Year 13 learning pathway to aid their progression into further learning and/or work, including Higher Education; 

( To track the ongoing destinations of Year 11 and Year 13 leavers; 

( To ensure effective record keeping is maintained to a high standard; 

( To enable young people to develop and implement career management skills through providing access to a range of methods including individual guidance (face to face), group work and on-line support; 

( To assist with enabling young people to complete career actions plans to agreed quality standards; 

( To fully participate in ongoing training and development activities and be responsible for keeping up to date with learning opportunities;

( To refer young people to work and training opportunities as appropriate; 

( To provide information and advice to the parents/carers of young people during Parents Evening events so that they can assist their child with their career planning. 
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Other requirements:
· To attend and participate in staff meetings as appropriate

· To participate in training and performance management as required

· To be a named First Aid person and/or medication supervision following appropriate training

· To be a named Fire Warden following appropriate training

· To have an up-to-date Enhanced DBS Disclosure

·   Promote and ensure the health and safety and good behavior of pupils at all times.


Disclosure and Barring Service 
This post will result in you having unsupervised contact with children as detailed in Protection Freedom Act 2012. The Authority, therefore, requires that by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, the Children’s Act 1989 and/or the Police Act 1997, you reveal any criminal convictions, bind over orders or cautions, including those which would normally be regarded as spent. You must complete the relevant section on the application form – your application will be returned if this section is incomplete. If successful in your application you will subject to a Disclosure and Barring Service check. Further information about Disclosure and Barring Service and the Trust approach to recruiting is available at www.exceptionaleducationtrust.org
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