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	Job Description: 
Careers Advisor and CEIAG Leader

Scale: 			     





	
Postholder reports to: 	The post holder reports directly to the Strategic 					Leadership Team lead for CEIAG.

Purpose of Job:

· To contribute to the development of CEIAG to raise achievement across the school and impact positively on post 16 destinations of our students
· To provide a range of professional guidance and career planning to enhance student employability.
· To lead on the development of the Alumni programme (Future First) utilising the website, newsletters and local press.
· To support the SLT link for CEIAG to ensure the school meets statutory requirements and gains accreditation through the Investor in Careers award.
· To lead on the delivery of all work experience across the school
· To work in close collaboration with staff and employers to facilitate student progression.
· To maintain high standards of professional behaviour and presentation to reflect the expectations made of our students.

Responsible for:
To manage the work of the Admin Officer in relation to Work Experience and Post 16 Applications.

Hours of work:  36 hours per week, term time + 1 week (in the summer)




Main duties and responsibilities

CEIAG

· To lead on the delivery of all work experience placements in Key Stage 4.
· To create, develop and manage and maintain databases as required 
· To manage the production of reports on post 16 destinations, work related learning events, careers and employability skills events, for the smooth running of the area and to use data to identify trends.
· To manage the production of evaluation reports on work experience delivery provision
· To evaluate the impact of each element of the CEIAG strategy to ensure that all students are able to have access to high quality careers information, advice and guidance. 
· To support the SLT lead for CEIAG with work related learning external relationships and partnership by liaising with contacts, and coordinating and attending meetings.
· To attend CEIAG line management meetings, take minutes of meetings and produce and follow up action plans.
· To manage and organise Information, Advice and Guidance (IAG) sessions for students and Careers, Education, Information, Advice and Guidance (CEAIG) events.
· To lead and develop partnerships with post 16 providers
· To contact Post 16 institutions regarding application deadlines and communicate this via email and the Careers display board. 
· To liaise with the relevant Year Leaders to arrange Post 16 assemblies throughout the year.
· To lead and manage the post 16 application process, including co-ordinating tutor statements, monitoring and tracking of applications and liaising with the A&I team, with regards to SEN students, to ensure appropriate progression routes.
· To be responsible for checking the accuracy of information required by colleges for student applications. 
· To ensure, in liaison with the Year Leaders, that relevant paperwork ie. Tutor References and Personal Statements are completed within the required deadlines. 
· To collect, analyse and report on annual information around NEETs.
· To oversee the work of external providers in tracking destination data and report on this to the SLT Lead for CEIAG.
· To develop the Alumni programme online (website), keeping in touch with leavers and following career paths as appropriate, promotion of the alumni and ensuring the school maintains healthy relationships with past students.


Careers Advice

· To ensure that careers advice, guidance and education activities provide students with the industry knowledge to support them to make informed choices, particularly during options processes and post-16 applications
· To maintain and run a careers library, in the Learning Hub, with up to date careers information.
· To arrange motivational speakers for students regarding future options
· To be responsible for the careers events taking place both externally and internally.
· To design, select and provide activities, resources and services to meet students’ career needs.
· To ensure students are well signposted to different guidance activities and promote the use of the National Careers Service. 
· To ensure all Careers administrative tasks are prepared in order to assist the smooth running of individual careers appointments and group activities.
· To be the link person for any external careers agencies providing support and a presence at relevant school events.
· To update and maintain the Careers display board and promote CEIAG throughout the school.
· To update and maintain the CEIAG social media and website information to inform students, parents and other key stakeholders about CEIAG at Sarah Bonnell, in line with the school safeguarding policy. 
· To work with Higher Education Institutions, employers, voluntary organisations, business enterprises to promote opportunities for students. 
· To liaise with Curriculum Leaders regarding career events and Work Related Learning activities.
· To support students at risk of becoming NEET to ensure they have a successful Post 16 transition.


Business / Community Links

· To manage the work experience process including managing the relationship with the external provider for student’s allocations, liaising with employers and ensuring preparation of student’s through programmes in the school e.g. PSHRE. To supervise the Admin support for this process.
· To support the SLT Lead for CEIAG to deliver a programme of enterprise and employability skills during Extended Learning Days.
· To take the lead on developing partnerships and networks with local employers to support the school in ensuring students have greater direct exposure to the world of work and the full range of career pathways.
· To organise projects, talks, initiatives, competitions and mentoring for the Business Action Group (BAG) supported by BAG both internally and externally.
· To manage and co-ordinate all aspects of BAG visits including risk assessments, permissions, supervision and travel as appropriate.
· [bookmark: _GoBack]To manage and co-ordinate events and visits that promote work related learning, enterprise and employability skills for students.


Additional duties
· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.
· To attend open evenings, options evenings, parents evenings for all year groups and promote CEIAG at Sarah Bonnell.
· To attend GCSE results day and be available for students to make appointments.
· To take responsibility for Health & Safety in the postholder’s area of work.
· Any other duties commensurate with the grade which may be required from time to time.
· Maintain professional qualifications linked to this role and be an active member of the CDI.
· All staff are expected to take part in staff development.

This job description will be reviewed annually.

EQUALITY AND DIVERSITY
We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.

SAFEGUARDING CHILDREN
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
	
I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.
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