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Job Title – Careers Leader
Responsible to – Assistant Principal Link 
Terms and Conditions: TLR 2A or equivalent 

	Our Vision

	Our vision is to work together to help every child to develop into high achieving, confident, healthy, caring and resilient members of their family and community; creating a pathway to support their career aspirations, independence and contribution to society.



	Our Qualities

	Every member of our team is expected to demonstrate the ability to:
· Develop positive relationships with all children and adults
· Recognise and manage their own emotions, thoughts and behaviours and understand how these can impact others
· Be curious around the reasons behind others’ behaviours, accepting all feelings and beliefs 
· Understand others’ emotions and thoughts and feel a natural desire to support
· Have the courage to reflect, make changes and be keen to learn



	Core Purpose

	To be responsible and accountable for the delivery of the school’s programme of careers education, information, advice and guidance (CEIAG). This involves planning, implementing and quality assuring a careers programme for the school; networking with external partners, including employers, apprenticeship, and further education providers; working with the independent careers adviser, teachers, tutors and other key departments.



	Key Areas of Responsibility 

	Leadership
· Advising the senior leadership team on relevant policy, strategy and resources for CEIAG and demonstrating how they meet the Gatsby Benchmarks.
· Reporting to governors on CEIAG
· Implementing a CEIAG plan and ensuring that details of the careers programme are published on the school website
· Reviewing and evaluating the careers programme and providing information for school development planning, Ofsted and other purposes
· Leading external partners and other individuals who deliver CEIAG activities
· Understanding the implications of a changing education landscape for career guidance
· Ensuring compliance with the legal requirement to provide independent career guidance and give access to providers of technical education or apprenticeships to pupils in school – this includes the publication of the provider access statement on the school website



Management
· Planning and developing the CEIAG programme of activity. This includes tutor activities, collapsed timetable days, careers lessons, and careers events at the school
· Briefing and supporting teachers and tutors involved in this
· Monitoring delivery of careers across the eight Gatsby Benchmarks
· Managing the work of others e.g. administrative staff involved in the work of careers
· Monitoring access to, and take up of one-to-one career guidance
· Ensuring colleges and apprenticeship providers have access to the school to share opportunities with pupils
· Managing the careers budget as appropriate
Coordination
· Managing the provision of career and labour market information
· Managing the careers section of the school’s website, ensuring information is accurate and up-to-date
· Managing the roll out of and pupil engagement with the school careers platform Unifrog
· Liaising with tutors, mentors, SENCO and Heads of House to identify pupils needing careers guidance and support
· Referring pupils to the independent careers adviser
· Coordinating encounters with employers
· Communicating with pupils and their parents
· 
Networking
· Establishing and developing links with FE colleges, apprenticeship providers, and universities with the Director of Sixth Form
· Establishing and developing links with employers
· Working with the local authority to monitor and track Y11 student intended and actual destinations
· Building a network of alumni who can help with the career guidance programme
· Producing and coordinating the delivery of careers resources, group work sessions, tutor activities and assemblies as required
Ensure that the Examination Awarding Board is the most appropriate for the students of Hellesdon High School






	Safeguarding

	Respect confidential issues and keep confidence as appropriate
To keep up to date with the School procedures for safeguarding and child protection, reporting any concerns to the senior designated person.




	Health and Safety

	1. Ensure that risk assessments are carried out in line with the school Health and Safety policy.
2. Ensure that year team members are aware of Health and Safety issues including the need to report to the Site Manager all health and safety problems, accidents, and “near misses”.
3. Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions
Co-operate with the employer on all issues to do with Health, Safety & Welfare




	Continuing Professional Development

	1. In conjunction with the Leadership Link, take responsibility for personal professional development, keeping up-to-date with developments related to school efficiency, which may lead to improvements in the day-to-day running of the school
Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available



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 role profile.
Employees are expected to be courteous to colleagues and students, providing a welcoming environment to visitors and telephone callers.
This role profile is current at the date shown, but in consultation with you, may be changed by the CEO or Board of Trustees to reflect or anticipate changes in the job commensurate with the grade and job title.









Person Specification 

Person Specification 

	
	Essential
	Desirable

	Personal Attributes
	· Relational
· Self-aware
· Curious
· Accepting
· Empathetic
· Reflective
	

	Qualifications
	Good Honours Degree or equivalent in relevant subject

QTS

Successful teaching record with relevant teaching experience to GCSE and A level
	Higher Degree 


	Experience
	A thorough knowledge of the National Curriculum for the department and all related government initiative

An understanding of the many strands of raising attainment in the subject

Experience in developing high-quality schemes of work in all Key Stages

A commitment to inclusive education and equality of opportunity.
	

	Skills/Knowledge
	Knowledge of how to use data in order to target and intervene with pupils to raise attainment

An ability to lead and motivate a team

A knowledge and understanding of monitoring and evaluation procedures

An ability to administer departmental resources etc.

Ability to communicate effectively, both orally and in writing, with a range of audiences.

Ability to use ICT to facilitate learning and for effective management and administration.

Awareness of the issues arising from teaching students in an inner city setting.

Ability to work under pressure and to deadlines.
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