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Job Description – Careers Assistant

	Reporting to:

	Careers Advisor  

	Responsible for:

	to support the delivery of the careers programme across the College. 
Working closely with the Careers Leader, to provide administrative support, maintain careers records and track systems, coordinate careers-related activities, and help ensure students are fully supported as they plan their future education and career pathways.


	Liaising with:
	Headteacher, Deputy and Assistant Headteachers, relevant teaching and support staff, external agencies and parents 

	Working time:

	18 hours per week

	Salary/grade:

	Scale B

	Key Responsibilities
	· Provide administrative support to the Careers Advisor.
· Manage and maintain careers information using systems such as SIMS, Evole and Unifrog.
· Support the development and maintenance of the College careers tracker.
· Liaise with employers, training providers, Colleges and Universities to coordinate careers visits and activities.
· Organise in conjunction with the Careers Advisor ,and support careers events, including Careers Fairs, Careers Week, Mock Interview Day, College Taster Days, Employer presentations and Higher/Further Education events.
· Support the coordination of work experience placements and provide guidance.
· Manage careers-related online application systems and provide regular progress reports.
· Maintain accurate, confidential student records and ensure data is up to date on Unifrog.
· Manage the Careers Advisor's diary and schedule careers appointments with students and external visitors.
· Assist with Local Authority returns and other careers-related submissions.
· Provide general administrative support, including drafting correspondence, making telephone calls, taking messages and liaising with parents/carers.
· Provide a professional and welcoming service to students, parents/carers, staff and external stakeholders.
· Accompany and support students attending off-site interviews and careers events when required.


	
Person Specification
Essential
· Excellent administrative and organisational skills.
· Strong IT skills, including Microsoft Office and database management.
· Ability to maintain confidential information with discretion and professionalism.
· Excellent communication and interpersonal skills.
· Ability to prioritise workload and work independently.
· Experience of working within an administrative environment.
· Commitment to supporting young people and their future aspirations.
Desirable
· Experience of working in a school or educational setting.
· Knowledge of careers education, information, advice and guidance.
· Experience using SIMS, Evolve or similar management systems.
Understanding of work experience processes and student progression pathways

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.  Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
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