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JOB DESCRIPTION

	JOB TITLE:
Careers Adviser         

SECTOR:                                          Student Services    

GRADE:
6-SO1
DIRECTLY RESPONSIBLE TO:     
Student Services Manager



	Purpose of Job:


1. To deliver impartial careers information, advice, guidance and support to individual prospective and existing students and recent leavers in community learning, FE and HE.

2. To develop and deliver presentations and group learning through seminars, workshops and contribution to the tutorial programme in community learning, FE and HE.

3. To work with staff in College and external agencies to organise and implement events which support the career development, progression and employability skills of students at the College e.g. HE Fair.

4. To be a key contact for staff, students and external agencies relating to all UCAS activity within College.

5. To develop innovative ways of increasing the employability of our students.

6. To develop and maintain relationships with employers and opportunity providers.  



	Main Responsibilities and Duties:

· To deliver careers information advice, guidance and support to individual prospective and existing students and recent leavers, to assist them in exploring career ideas, reviewing options, establishing realistic career action plans and helping them to develop their employability skills and progression routes. 

· To provide the services above in a variety of ways, ranging from drop–in surgeries to intensive individual guidance face to face, via email, telephone, on – line and via web technologies. 

· To develop and deliver presentations and group learning through seminars, workshops and contribution to the tutorial programme.

· To liaise with Curriculum Areas and other departments in relation to the planning and delivery of employability skills, careers related tutorials and the UCAS process.
· To design and develop relevant careers related learning materials for staff and students taking account of new developments and good practice.

· To provide and organise training for staff in relation to specialist areas such as UCAS procedures and the writing of personal statements.

· To liaise closely with relevant members of staff including the Marketing and ILT Teams in order to maximise opportunities for students.

· To work with the Student Experience Manager to ensure that careers and employability activities organised by information, advice and guidance service remain within budget limits.

· To maintain a good understanding of changes in local, regional and national graduate opportunities, and recruitment and selection methods currently employed by sectors relating to the College’s curriculum offer. 

· To develop and implement relevant strategies, systems and data within the remit of the post to support the Student Experience Team processes and ensure accurate and timely reporting as required.

· To develop and implement review and evaluation strategies for the information advice and guidance service and the activities which the service is involved in.

· To work towards achieving and maintaining an appropriate quality standard for careers information, advice and guidance e.g. Matrix accreditation.

· To represent the College at relevant information, advice and guidance external meetings and events in the region.

· To promote the College’s Equality Statement in carrying out the responsibilities of the post.

· To comply with all College’s policies and procedures.

· To co-operate in any staff development activities required to effectively carry out the duties of the post and to participate in the College’s Appraisal Scheme.

· Any other reasonable duties commensurate with the level of the post, which may be required from time to time.


	Working Hours
Y   You will be expected to work 37 hours per week.  Your pattern of work will need to be flexible and will therefore vary from time to time.  Occasional evening and Saturday morning work will be required.  In normal circumstances where you work beyond your contracted number of hours, time off in lieu may be given or overtime may be payable.  For full-time positions (37 hours) overtime on any day other than Sunday or a general or public holiday will be paid at time and a half.  For overtime on a Sunday or Bank Holiday payment will be at double time.  

Training
The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post-holder may therefore, at the discretion of management, be required to undertake training and development appropriate to present and future needs of the College.
All staff will be required to participate in an annual staff development review.




	P   PHYSICAL CONDITIONS
T   The post is located at the Deane Road campus however, the College is multi-site, and some movement between other sites may be necessary.
Probationary Period
If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed. The Corporation reserves the right to extend the probationary period, if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving written notice of one month.  

Appraisal
The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.

In the interests of Health and Safety, smoking is not permitted in Bolton College.
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