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Job Description
Post title: 	Careers Coordinator
Grade:	G, SCP 19-23
[bookmark: _heading=h.1fob9te]Reports to: 	Assistant Head Teacher 

Job Purpose
· Led by the Assistant Head Teacher, ensures the school fully meets all criteria for Gatsby Benchmark 8: Personal Guidance. 
· To liaise with the Wider Curriculum Lead and Assistant Headteacher to plan and deliver the wider careers programme for the school.
· Liaising with the SLT link for Personal Development.
· Support the whole school administration team as required. 

Main Duties and Responsibilities
· To provide impartial careers interviews to students, taking responsibility for all
aspects of careers interviews for relevant student year groups, including
· timetabling and sharing of appointment dates and times.
· providing detailed action plans for students and sharing via Unifrog.
· Monitor attendance to careers interviews, rescheduling where necessary and keeping a log of any missed appointments.
· Track and record student destinations on Unifrog, reporting to the Careers SLT link
where necessary (training in use of Unifrog will be provided if required).
· Offer additional guidance sessions to all SEND students and LAC.
· Organisation of work experience programmes, T Level work experience placements, and employer interactions, trips & visits and careers fairs etc.
· To engage with external agencies to ensure excellent careers provision in school, as directed by the Assistant Head Teacher.
· To support whole school administration tasks as required for approximately 25% of time [specific tasks & routines to be confirmed].

Additional Information
· Engage in promoting the values and acting as a role model for the Trust. 
· Be aware and comply with equal opportunities, health and safety, and all other Trust policies at all times. 
· Comply with the principles and requirements of the General Data Protection Regulation and the Data Protection Act 2018 in relation to the management of the Trust’s records and information, and respect the privacy of personal information held by the BWCET; comply with the principles and requirements of the Freedom in Information Act 2000; comply with the Trust’s information security standards, and requirements for the management and handling of information; and use Trust information only for authorised purposes.

The duties and responsibilities highlighted in the job description are indicative and may vary over time. The job description is not intended to be an exhaustive list of all the duties and responsibilities that may be required. 

The jobholder will be expected to carry out such professional tasks as are commensurate with the duties and responsibilities of the post. 
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Person Specification

	Factors
	Essential
	Desirable

	Qualifications & Training

	E1




E2
	L6 Diploma in Careers
Guidance & Development OR desire to work towards qualification

Minimum 5 GCSEs including grade C or equivalent in English and Mathematics
	



	

	Experience/Skills
	E3



E4





E5




E6




E7


E8




E9







E10
	Inspire, challenge, motive and empower students to achieve

Demonstrate personal enthusiasm and commitment and make a positive difference to children and young people

Build and maintain quality relationships through interpersonal skills and effective communication

Demonstrate personal and professional integrity, including modelling values and vision

Prioritise, plan and organise self

Think analytically and creatively and demonstrate initiative in solving problems as required

Be aware of their own strengths and areas for development, and listen to, and reflect upon feedback and act appropriately
Respect the dignity of each person valued and loved by God
	D1



D3



D4


D5
	Previous experience of
working in the role of
careers advisor

Experience of working within a
secondary school setting with
students aged 11-18

Experience of coordinating and
organising careers events

Experience of Unifrog software

	Personal Attributes
	E11

E12


E13


E14


E15


	Empathise

Demonstrate a capacity for sustained hard work

Demonstrate resilience and optimism with good humour

Demonstrate impact and presence

Show commitment to sustain excellent attendance at work
	
	

	Special Requirements
	E16


E17


	A commitment to safeguard the welfare of children 

Compliance with data protection principles

	
	

	
	E18





E19




E20

	Compliance with Equal Opportunities Policies, the Trust/School Code of Conduct, and all other Trust/school policies

Compliance with health and safety policies, rules and regulations

To uphold the Catholic ethos of our schools
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