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JOB PROFILE – CAREERS LEAD (TRUST WIDE)
 
 
POST TITLE: Careers Lead			GRADE:  5

HOURS: 37					WEEKS: 39 

RESPONSIBLE TO: Principals 			DIRECT REPORTS: Work Experience Co-ordinators

LOCATION: To be agreed (School site within the Trust)
 

Job Purpose 
The Careers Lead will take lead responsibility and accountability for the delivery of our Trust programme of careers education, information, advice and guidance (CEIAG), ensuring compliance with statutory requirements and working towards achieving all 8 Gatsby Benchmarks.

PRINCIPAL ACCOUNTABILITIES / KEY RESPONSIBILITIES 
Strategic Leadership
· Lead the careers team, including teachers, administrators, careers advisers, external partners, and any other staff members who deliver careers guidance.
· Develop, implement and regularly review a strategic careers guidance development plan aligned with the 8 Gatsby Benchmarks (see Appendix 1).
· Use the Compass benchmarking tool (or equivalent) to evaluate the school's careers provision against the Gatsby Benchmarks and identify areas for improvement.
· Report on careers guidance provision to senior leaders, governors/trustees, and external stakeholders including Ofsted.
· Understand the impacts of changing education and employment landscapes for careers guidance.
· Build relationships with secondary schools and other partners to integrate records and data on student progress to ensure consistent longitudinal support especially during transitions.  
· Ensure compliance with all statutory requirements for careers guidance, including: 
· The Education Act 1997 (sections 42A and 42B)
· The Education (Careers Guidance in Schools) Act 2022
· The Skills and Post-16 Education Act 2022 (Provider Access Legislation/Baker Clause)
· DfE statutory guidance on careers guidance and access for education and training providers
· Ensure the school's careers programme information, policy and provider access policy statement are published on the school's website and kept up to date.
· Maintain oversight of destination data and use this to inform programme development.
· Secure appropriate funding and resources for the careers programme.

Management and Co-ordination
· Plan and deliver the programme of careers activities across the academic year.
· Brief and support staff members involved in careers guidance or who provide initial careers information.
· Monitor and evaluate the delivery of careers guidance across all 8 Gatsby Benchmarks.
· Manage the work of careers staff and support tutors delivering careers advice.
· Manage the careers section of the school website, ensuring information is accurate, accessible and up to date.
· Design, develop and maintain high-quality careers education resources, including lesson plans, schemes of work, tutor materials and digital resources, ensuring consistency and progression in careers learning across year groups.
· Work with the PSHE lead and other subject leaders to integrate careers into the wider curriculum.
· Work pro-actively to create opportunities to meet and communicate regularly with parents and carers to develop relationships that allow for a shared support of students on their career path. 
· Maintain accurate records and data management systems for careers activities and pupil destinations.
· Ensure appropriate safeguarding procedures are in place for all external encounters and workplace experiences.
· Create/introduce systems for students to record their experiences, aspirations and career plans, giving students their own records that they can refer to independently. 
Networking and Partnerships
· Establish and develop links with further education colleges, sixth form colleges, apprenticeship providers, technical colleges, universities and training providers.
· Establish and develop links with employers, work experience providers, and local/national businesses.
· Facilitate provider access in line with the Baker Clause requirements.
· Work with the local authority, local enterprise partnership (LEP), and careers hub (where applicable).
· Work with external organisations such as The Careers & Enterprise Company.
· Liaise with careers leaders in other schools and share best practice through networks and professional development opportunities.
· Maintain and grow a network of alumni who can support the school's careers programme.
· Secure external funding for careers-related projects where appropriate.

Other Areas of Responsibility
· Ensure all external providers, employers and volunteers are appropriately vetted and safeguarding procedures are followed.
· Adhere to all Trust and school policies, procedures and statutory requirements.
· Take reasonable care for the health and safety of yourself and others who may be affected by your actions at work.
· Comply with all Health and Safety regulations and support the school in maintaining a safe working environment.
· Promote and safeguard the welfare of children and young people in accordance with safeguarding and child protection policies.
· Maintain appropriate levels of confidentiality in relation to staff, pupils and school matters.
· Contribute to the overall ethos, values and aims of the school and Trust.
· Work collaboratively with colleagues and support positive professional relationships across the school community.
· Participate in relevant training, professional development and performance management processes as required.
· Demonstrate a commitment to equality, diversity and inclusion in all aspects of work.
· Maintain professional standards of conduct and behaviour at all times.
· Carry out administrative tasks and maintain accurate records where required.
· Undertake any other duties that may reasonably be required by the Principal, line manager or Trust leadership, commensurate with the grade of the post.




PERSON SPECIFICATION 
 
JOB TITLE: Careers Lead 
 
	CRITERIA
	
	E/D

	Qualifications and training
	· GCSE maths and English (or equivalent).
· Level 6 Diploma in Careers Guidance and Development (QCF) or working towards.
· Evidence of continuing professional development in careers guidance.
· PGCE or equivalent teaching qualification.
· Degree or equivalent qualification.
· Training in the Gatsby Benchmarks and careers leadership.
· Membership of the Career Development Institute (CDI) or equivalent professional body.
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	Experience
	· Experience working in a school/college environment or with young people.
· Experience of delivering careers guidance or education.
· Leadership and management experience.
· Experience of building relationships with external partners and employers.
· Experience of using data to evaluate and improve provision.
· Experience of working towards or achieving the Gatsby Benchmarks.
· Experience of using the Compass benchmarking tool.
· Experience of managing budgets and resources.
· Experience working with SEND students and/or students who have faced difficulties in school.
· Experience of working with systems to allow students to build their own careers journey.
· Experience of working collaboratively with the SENCO and the wider SEND team.
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	Skills & Knowledge 
	· Comprehensive knowledge of the 8 Gatsby Benchmarks and how to implement them.
· Understanding of current careers guidance legislation and statutory requirements.
· Knowledge of the education and training landscape, including academic, technical and vocational pathways.
· Understanding of the local and national labour market.
· Knowledge of the Provider Access Legislation (Baker Clause) and how to implement it.
· Excellent organisational and administrative skills.
· Strong IT skills, including Microsoft Office and careers management systems.
· Excellent communication skills (verbal and written).
· Ability to analyse data and use it to inform decision-making.
· Ability to lead and work as part of a team.
· Ability to build and maintain effective relationships with a wide range of stakeholders.
· Understanding of safeguarding requirements for careers activities.
· Knowledge of SEND and how to provide appropriate careers support.
· Understanding of equality and diversity issues in careers guidance.
· Knowledge of Ofsted's approach to inspecting careers guidance.
· Understanding of destination measures and tracking systems.
· Knowledge and experience of trauma informed practice.
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	Personal Qualities
	· Strong interpersonal and networking skills.
· Passionate about supporting young people to achieve their potential.
· Proactive, self-motivated and able to work independently.
· Resilient, positive and forward-thinking.
· Commitment to equality, diversity and inclusion.
· Commitment to challenging stereotypes and raising aspirations.
· Commitment to safeguarding and promoting pupil wellbeing.
· Professional, credible and able to represent the school effectively.
· Flexible and adaptable to changing priorities.
· Commitment to continuous improvement and professional development.
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Stephenson (MK) Trust is an Equal Opportunities employer. We are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. This commitment to robust Recruitment, Selection and Induction procedures extends to organisations and services linked to the Trust on its behalf. An enhanced Disclosure and Barring Service Certificate is required prior to commencement of this post.



















Appendix 1

Gatsby Benchmark 1: A Stable Careers Programme
· Develop and maintain a comprehensive careers programme that is published on the school website.
· Ensure the programme has the explicit backing of the senior leadership team and governing body.
· Ensure the programme is regularly evaluated with feedback from pupils, parents, teachers and employers.
· Ensure every pupil and their parents understand the careers programme offer.
· To encourage parental partnership by embedding parent and carer engagement opportunities.

Gatsby Benchmark 2: Learning from Career and Labour Market Information (LMI)
· Ensure all pupils and their parents have access to good quality information about future study options and labour market opportunities.
· Ensure pupils understand the value of different career pathways and the routes to access them.
· Make use of local, regional and national LMI to inform careers guidance.
· Integrate LMI into lessons and careers activities across the curriculum.
· Focus on the use of information and data to enhance decision-making, tracking aspirations, tailor support and longer-term career outcomes.
Gatsby Benchmark 3: Addressing the Needs of Each Pupil
· Ensure the careers programme actively seeks to challenge stereotypical thinking and raise aspirations.
· Keep systematic records of the individual advice given to pupils and maintain accurate data on their education, training or employment destinations.
· Ensure pupils with additional needs receive tailored support, including those with SEND, looked after children, young carers, and those at risk of not being in education, employment or training (NEET).
· Work with the SENCO to ensure pupils with SEND receive appropriate careers guidance from Year 8 onwards (or earlier where appropriate).

Gatsby Benchmark 4: Linking Curriculum Learning to Careers
· Work with subject leaders to ensure that all teachers link curriculum learning with careers, where appropriate.
· Ensure STEM subject teachers highlight the relevance of STEM subjects for a wide range of future career paths.
· Support teachers to incorporate careers education into their subject teaching.
· Ensure that careers education is integrated into all curriculum areas and is central to all aspects of the school life.

Gatsby Benchmark 5: Encounters with Employers and Employees
· Ensure every pupil has multiple opportunities to learn from employers about work, employment and the skills that are valued in the workplace.
· Organise and quality-assure a programme of employer encounters, including: 
· Careers talks and assemblies
· Workplace visits
· Mentoring programmes
· Enterprise activities
· Build and maintain a network of employer contacts and alumni.
· Ensure meaningful encounters are provided for all year groups (at least one per year from Year 7-11, and two per year in Year 12-13 where applicable).

Gatsby Benchmark 6: Experiences of Workplaces
· Ensure every pupil has first-hand experience of the workplace through work visits, work shadowing and/or work experience.
· Organise and quality-assure work experience placements, ensuring appropriate safeguarding measures are in place.
· Ensure all pupils have at least one meaningful experience of a workplace by the age of 16, and at least one further experience by the age of 18 (where applicable).
· Prepare pupils for workplace experiences and support them to reflect on what they have learned.

Gatsby Benchmark 7: Encounters with Further and Higher Education
· Ensure all pupils understand the full range of learning opportunities available to them, including: 
· Academic routes (A-levels, university)
· Technical routes (T Levels, BTECs, apprenticeships)
· Vocational routes
· Comply with the Provider Access Legislation (Baker Clause) by: 
· Publishing a provider access policy statement on the school website
· Providing at least 6 opportunities for provider encounters across Years 8-13 (as specified in legislation)
· Ensuring pupils have access to information about approved technical qualifications and apprenticeships
· Organise visits to universities, colleges, and training providers.
· Facilitate encounters with apprentices, students and alumni.
· Support pupils with UCAS applications, college applications, and apprenticeship applications where applicable.

Gatsby Benchmark 8: Personal Guidance
· Ensure every pupil has access to personal guidance interviews with a qualified careers adviser.
· Arrange and quality-assure individual careers guidance interviews, ensuring: 
· All pupils have at least one interview with a qualified careers adviser by age 16
· Pupils have additional interviews as needed, particularly those at risk of NEET
· Interviews are recorded and followed up
· Work with external careers advisers and manage service level agreements.
· Provide initial careers information and triage support to pupils.
· Refer pupils to appropriate specialist support where needed.
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