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Post Title:


Careers Adviser
Nature:
Part-time temporary support staff post to cover maternity leave (hours negotiable up to a maximum of 18 per week)
Salary:
Scale 5 pro rata
Conditions of service:
TRC conditions for support staff

Responsible to:
Manager for Careers and Employer Engagement

Responsible for:
--
Job purpose

Reporting to the Manager for Careers and Employer Engagement to contribute to the development and maintenance of a high quality careers guidance service for all students at the College.

Key Duties and responsibilities:

Pre-Entry and Post-Programme Guidance

· To give appropriate impartial information and advice to applicants and potential applicants to the college;

· To participate in the college liaison programme with partner schools, including attendance at careers/opportunity events at partner schools [includes events beyond regular hours];

· To provide appropriate post-programme advice for all full and part-time students.

On-course Guidance

· To give appropriate impartial advice to both full and part-time students using individual and/or group activities;

· To assist in the development of careers education through the college tutorial system, including the delivery of appropriate training to group tutors;

· To advise and assist students not planning to go onto Higher Education;

· To support with the development of Careers Week;

Development, Liaison and Networking

· To keep abreast of current and emerging developments impacting on careers guidance provision and to disseminate information appropriately to college staff;

· To liaise with Work Placement officers to integrate work placement with other careers guidance provision;

· To assist in the development and maintenance of appropriate links with local, regional and national employers and to use these links when organising events;

· To liaise appropriately with other Student Services staff, the college AimHigher Co-ordinator, other college staff and with outside agencies (eg. Schools, universities and employers etc);

· To deliver appropriate in-service training to college staff;

· Take an active role in the development and maintenance of links with partner schools and other local providers;

· Establish membership of cross-college groups;

· To represent TRC as appropriate on local, regional and national networks.

· Develop and run enterprise activities e.g. work with employers in college, Careers Week.

Other Duties

· To contribute to the development of the careers team through team meetings and appropriate in-service training;
· To assist in the development of target setting, monitoring and quality standards for aspects of the careers guidance programmes;
· Participate appropriately in the college appraisal scheme;
· Other duties and responsibilities which might reasonably be required by the Principal.
This job description sets out the types of duties and tasks, all or some of which the postholder can expect to perform.  The description is not exhaustive and it does not nor cannot supersede the Conditions of Service as set out in the Conditions of Employment.  It will be reviewed from time to time through the College Appraisal Scheme and additionally as necessary.
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Personal profile

	Diploma in Careers Guidance/Qualification in Careers Guidance/NVQ4 Guidance (preferred) or NVQ3 Advice and Guidance
	E

	Experience of working with young people in an educational or careers setting
	E

	Evidence of having taken advantage of appropriate opportunities for professional and personal development.
	D


Skills and expertise

	Ability to manage projects
	E

	High level of general IT literacy                                                                                                           
	D

	Ability to prioritise workload
	E

	Effective problem solving skills
	E

	Effective team working skills
	E

	Effective communication in both group and interpersonal situations
	E

	Knowledge and understanding of the Higher Education application process (UCAS)
	D

	Knowledge and understanding of the vocational routes which can take a young person into further training, education or employment.
	D


Personal characteristics

	Ability to relate to young people, staff and employers
	E

	Abundant energy, creativity, enthusiasm and a sense of humour
	E

	High Level of motivation and initiative
	E

	Willingness to work out of hours
	E

	A commitment to equal opportunities for all
	E


E = Essential requirements

D = Desirable characteristics

All appointments are subject to the receipt of two satisfactory references, and to medical and CRB checks.
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BACKGROUND TO THE POST OF CAREERS ADVISER
The Careers and Work Placement team is part of the Student Services department and provides both careers advice, education and guidance, as well as access to work experience, employer liaison etc. The postholder will be required to work as part of this team, delivering careers advice and guidance to students through a mixture of one-to-one support as well as group work conducted either as part of the tutorial system or to individual groups. As part of this service, the postholder will need to liaise closely with Work Placement Officers, Student Support Managers and with teaching staff. The department also works closely with partner schools to advise applicants to the college about their course choice and the postholder will on occasions be required to attend careers events (often in the evening) at local schools.

A significant number of TRC students go on to higher education, so knowledge of the UCAS and Higher Education system is desirable.  The postholder will also be required to work closely with our non-UCAS students in order to raise their awareness of the options open to them post TRC, including both work and training. 

This is a post requiring a flexible individual with effective team working and communication skills. The Careers and Work Placement team works closely with the Student Support team to provide an efficient and user friendly service for the college. 
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