Careers Guidance and Employability Manager September 2022
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Job Description

Post: Careers Guidance and Employability Manager 

	
Salary/Grade:
	Grade 9 SCP 23 -26 £33,083 - £35,678

	Responsible to:
	Director of Curriculum and Progression

	Working time:
	Full time, Permanent.


Main purpose of the post:

· To develop, drive and fully embed a CEAIG and Employability Strategy across college focusing on raising student aspirations, engagement and their career readiness.
· To act as operational Careers Led for the college advising SLT on policy, strategy and resources for careers guidance and demonstrate how they meet Gatsby Benchmarks.

· To ensure that students 16-19 and 19+, receive access to outstanding guidance and support to progress to the next stage of their education, or to valuable employment. 
· To develop and maintain excellent relationships with external bodies, alumni, employers, apprenticeship providers and placement providers in order to provide wider opportunities for students. 
· To lead and manage all work experience and work-related learning activities throughout the college, ensuring students’ experiences are meaningful and lead to positive outcomes and benefits for both the employer and the student.
· To ensure that advice and guidance are informed by up to date labour market information, for example, local and regional employment trends, job vacancies, graduate employment trends, apprenticeships developments and HE course vacancies.

· To lead and manage the team involved in CEIAG, employability, work placements and Realising Aspirations to continuously improve standards for students.

1 Operational/Strategic Planning
1.1 Work closely with the Director of Curriculum and Progression, to play a key role in the development, drive and embedding of the CEIAG and Employability Strategy, reviewing and evaluating it regularly to ensure it remains relevant.
1.2 Engage with the careers guidance and employability team in producing an annual Self-Assessment Report and Quality Improvement Plan for the area that accesses the impact on student’s progression.

1.3 Chair meetings of the college careers guidance and employability group, to bring together and co-ordinate college-wide guidance services for students.
1.4 Manage and control designated budgets and achieve value for money.
1.5 Maintain existing and foster new Higher Education and employer links. 
1.6 Improve provision of work placement, raising its profile across college to increase engagement.
1.7 Pro-actively plan and administer employer links with curriculum and pastoral teams 
having due regard for health and safety and risk assessment.

1.8 Keep abreast of developments and best practice in careers through research, attendance at training events and conferences, and establishing relationships with peers at schools and other colleges.
1.9 Update SLT and governors as required on CEIAG, Employability and Realising Aspirations.
1.10 To act as a consultant/reference point for Heads of Department, Senior Tutors and teachers dealing with careers and work placement queries.

1.11 To further develop the employer links and engagement in relation to the T Level qualifications.

1.12 Work towards gathering evidence that the college meets the national quality assessment criteria needed to gain the Quality in Careers Standard (QiCS).
2 Teaching/Training

2.1 Develop a well-planned, engaging and useful Careers Guidance Programme to be delivered via group tutorials, and across college via subject-specific CEIAG that supports students to make positive decisions about their future. 

2.2 Work with the Enrichment Co-ordinator to plan a series of high profile guest speakers.
2.3 Actively promote CEIAG and Employability to a range of audiences, including college students, prospective students and parents.
2.4 Delivery of a full programme of careers events involving employers, apprenticeships and higher education and gap year providers. 

2.5 Develop and embed in conjunction with Curriculum Managers opportunities for students to demonstrate and improve employability skills.

2.6 Work closely with the adult learners on HE courses to develop opportunities for them to engage with the National Careers Service.
2.7 Ensure delivery of a full programme of careers events involving employers, apprenticeships, higher education and gap year providers.

3 Curriculum Provision and Development
3.1 To enrich the college curriculum through employer engagement, meaningful work experience, work shadowing and other bespoke activities.
3.2 To design and implement an improvement strategy that’ll ensure the whole college progresses towards meeting the GATSBY Career Benchmarks.
3.3 Develop and manage the Careers and Employability section of the college website, ensuring content is engaging, accurate and relevant.
3.4 To ensure full staff and student engagement with work placement tracking and monitoring software (Grofar)

4 Staffing
4.1 Line manage the work of the Careers Advisors, Work Placement Co-ordinators, Realising Aspirations Co-ordinator and the Employer Engagement and Partnerships Officer. 
4.2 Ensure that all members of the careers, employability and progression team work collaboratively to share good practice and provide co-ordinated support to curriculum teams and students. 
4.3 Work flexibly providing cover for absent colleagues when required.
4.4 Participate in continual professional development and coaching and mentoring to enhance and share good practice.
5 Students 
Safeguarding
5.1 Commit to safeguarding and protecting the welfare of children, young people by ensuring effective implementation of the safeguarding policy and procedures.
5.2 To be responsible for vetting offers of placement to ensure their suitability in respect of health and safety and ensure that staff and students are not placed in a working environment where there are significant risks to their health and safety.
5.3 To manage DBS completion for students attending workplace experience and liaise with the Human Resources team in this respect.
5.4 To ensure that students are not sent to a placement until an up-to-date risk assessment 
has been carried out and H&S standards are met.
5.5 Work pro-actively with members of the college management team to take responsibility for updates to, and compliance with the Work Experience Policies. To ensure compliance with legal requirements to provide independent careers guidance.
Discipline 
5.6 Take responsibility for promoting good standards of behaviour and conduct of students in the workplace by implementing and reporting breaches of the Student Conduct and Discipline policy.
Learner Involvement 
5.7 Proactively engage with the Learner Involvement Strategy in order to improve the quality of provision and to respond appropriately to learner voice/needs. 
5.8 To take an evidence based approach in planning CEIAG, Employability activities and workplace experience, proactively seeking views of students and employers on a regular basis.
6 Quality Assurance 
6.1 Contribute to the cross-college Self-Assessment Report and Quality Improvement Plan with regards to CEIAG, employability and progression.
6.2 Produce a CEIAG, employability and progression Self-Assessment Report and Quality Improvement Plan which contributes operationally to the achievement of the college’s strategic aims and objectives. 
6.3 Participate in the College’s Performance Management Review system and have an annual review meeting with your line manager. 
6.4 Keep a professional development file to record personal training and development.  
7 Equality and Diversity
7.1 Create a purposeful, positive and supportive working environment, sensitive to equality and diversity.

8 Management Information and Administration
8.1 To maintain accurate databases to document work placement records, higher education and employer links and realising aspirations data. 
8.2 Build a network of alumni and current parents who can support with careers guidance, careers events and through networking opportunities. Develop systems to record the information and maintain contact. 
8.3 To create methods for the delivery of information to ensure parents/guardians/carers are well informed about the support offered by the team, for example via the website, social media, parent portal, college events, etc.

9 Communications
9.1 Attend College events, staff forums and other meetings as part of the College’s meeting schedule. 
9.2 Use the College’s systems, policies and procedures effectively to communicate issues as necessary.
10 Health & Safety

10.1 Attend safeguarding, health and safety, pastoral and curriculum team meetings as and when required.
10.2 Communicate with employers and establish and maintain good relationships and respond to any issues, concerns or queries as they arise.
11 Marketing and Liaison

11.1 Contribute to the marketing and promotion of the College and ensure that CEIAG and employability activities have a high profile.
11.2 Ensure that all HE and employer liaison work is of a high quality, workplace experience is well organized and student behaviours enhance the college’s reputation with employers. 
12 Management of Resources

12.1 To ensure resources are efficient and effectively deployed, when needed. 
13 Other

13.1 Contribute to the college mission and ethos and support the aims and objectives of the College.
13.2 Follow and comply with the College’s policies and procedures as outlined in the Staff                                  Handbook and take responsibility for the duty of care in respect of the levels of Health & Safety across the College.
13.3 Participate in the Business Continuity Plan process and respond to emergencies following procedures laid down in the Business Continuity Plan.

13.4 Undertake any other duties of an equal nature as assigned by the Principal or her designated alternate.
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