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	Job Title:


	Careers & Progression Adviser
	Post No:
	

	
	
	
	

	School/

Directorate:
	
	Department/

Team:
	Agency


	Reports to    (job):
	Agency Manager

	
	

	Responsible     for (jobs):
	None


Job Purpose

	To work with the other members of the Agency team to deliver an all-age, impartial Careers Education and Information, Advice and Guidance (CEIAG) service which is outcome-based and bespoke to students’ intended destinations.  This includes working with local schools and prospective applicants from year 9 to engage them in activites relating to specific career pathways for competitive entry to University 



Main Responsibilities

	1. 2.
	Give advice and guidance to individuals and groups of students on matters relating to intended destinations including HE Student Finance, employment, Higher Education including competitive entry courses, Degree Apprenticeships and Sponsored degree programmes, studying abroad, training and other progression issues including gap year.


	2. 3.
	Offer guidance to prospective, current and former students, either on an appointment basis or drop in, concerning progression and career options.

	3. 
	Contribute to the delivery of a programme of internal staff, external university and HE Finance speakers to contribute to student and parent preparation for university, including bespoke packages of support for students applying to competitive courses (Oxford/Cambridge, NHS courses, sponsored degree programmes etc)


	4. 
	Contribute to the planning and delivery of a programme of internal and external careers and progression events across all campuses

	5. 
	Support the college delivery and self-assessment against the Gatsby Benchmarks

	6. 4.
	Maintain, update and display relevant progression information across Shrewsbury Colleges Group, in identified physical locations as well as on Moodle, the college website, social media etc liaising with external agencies to maximise the services accessible to students.


	7. 5.
	Liaise with Progression Specialists, Student Support Tutors and other key staff members to establish identified cohorts for specialist progression support programmes (e.g. competitive entry etc).

	8. 
	Work with the Agency Manager and other members of the Agency team to develop the college Employability Strategy and to deliver support for students and staff related to this area

	9. 
	Work with local schools to develop an Excellence Academy based on supporting cohorts of prospective college applicants to start the process of making strong applications for their chosen progression pathways.

	10. 
	Supporting students with SEND with their careers/ progression planning, including where appropriate preparation for EHCP Annual Reviews

	11. 1.
	Ensure that all students are aware of the careers and progression guidance services of Shrewsbury Colleges Group and external agencies.


	12. 6.
	Advise on the requirements to update and extend the Careers National framework and contribute to related work as necessary, including a self-review against the Gatsby framework and other quality improvement tools.

	13. 7.
	Continually assess college CEIAG provision against the Matrix standard.

	14. 8.
	Liaise with external agencies, including the National Careers Service and Careers and Enterprise Company to enhance our CEIAG provision and attend Shropshire IAG networking and CPD events.


	15. 9.
	Liaise with Student Finance England and Student Finance Wales to ensure compliance with current legislation and produce finance fact sheets for students, staff and parents.


	16. 10
	Act as a point of liaison for all HE partner and National Collaborative Outreach Programmes (NCOP) progession agreements, under the direction of the Agency Manager.



	17. 
	Co-ordinate and deliver National Collaborative Outreach Programme (NCOP) activities under the direction of the Agency Manager.

	18. 
	Design and deliver training to college staff on UCAS processes, HE funding and progression opportunities for students.


	19. 
	To produce relevant statistics, destination and progression data and prepare reports as required.


	20. 
	Co-ordinate outgoing UCAS applications and associated procedures, liaising with tutors and support staff e.g. for references.


	21. 
	Advise College staff on HE financial issues.


	22. 
	Undertake peer review and identify good practice in the post 16 sector to inform quality improvement in The Agency and work towards an outstanding rating for CEIAG.

	23. 
	Measure the effectiveness of CEIAG provision and demonstrate the impact on students, including employment and destination outcomes (e.g. university course of choice).



	24. 
	Support College advice and promotional events as required.


	25. 
	Undertake such training and education as necessary to update skills and knowledge related to the changing needs of the College.


	26. 
	Work flexibly, undertake training and development, and undertake such other tasks as may be required or directed from time to time to meet the needs of the College.


	27. 
	Support and promote the College’s equal opportunity, diversity, health and safety, Prevent and other policies, processes and objectives.


	28. 
	Shrewsbury Colleges Group actively promotes a ‘safeguarding’ culture. As such, employees are expected to carry out their role and responsibility in relation to student welfare. Employees are expected to access PREVENT and child protection training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of all students. We are committed to ensuring that all employees are supported in respect to their safeguarding duties.

	29. 
	Work positively to suggest and deliver quality improvements for your area. Engage with all quality improvements agreed for implementation from both internal and external sources.


	30. 
	Participate in exam invigilation as and when required.


Person Specification

	Criteria


	Essential
	Desirable

	Knowledge


	· Level 6 Guidance Qualification (or working towards)

· Knowledge of a broad range of career pathways

· Knowledge of the UCAS application procedure
· Knowledge of the Student Finance systems

	· Careers guidance qualification

· Awareness of  student issues relating to careers and progression
· An understanding of the careers and Preparation for Adulthood processes for students with SEND

	Skills 


	· Good IT / Administration skills

· Excellent communication, organisational skills and interpersonal skills

· Flexible, tactful and patient

· Initiative and the ability to work as part of a team or alone without supervision

· Presentation skills


	

	Experience


	· Experience of working in an advice and guidance environment
	· Careers guidance work

· Delivering group sessions

· Work in Further Education and/ or secondary education settings

	Special working requirements


	· A thorough and up to date understanding of the post- 16 Sector and local provision
· Car owner with full, clean driving licence, with vehicle insured and available for business use
· A commitment to supporting the Shrewsbury Colleges Group calendar of events including evening and weekend events.
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