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CAREERS COORDINATOR 

PERSON SPECIFICATION

	
	Requirement/standard
	Essential/Desirable

	1. Education and Training

	The successful candidate will:
	· GCSEs (or equivalent) in English and Maths (Grade C/4 or above) 

· A Level or Level 3 qualification

· Qualification in Careers Guidance or working towards one (e.g. Level 6 Careers IAG) 
	E


E

D

	2. Experience

	The successful candidate will be able to demonstrate experience of:
	· Working with primary and/or secondary-aged pupils in an educational or youth setting

· Planning and delivering programmes, workshops or events

· Building and maintaining partnerships with external organisations

· Supporting young people with career choices and progression routes

· Coordinating work experience placements or careers events 

· EVOLVE or equivalent school trip training 
	D



E



E



D



D


D



	3. Knowledge and understanding

	The successful candidate will be able to demonstrate knowledge and understanding of:
	· The Gatsby Benchmarks and current statutory careers guidance

· National and local labour markets, the MBacc, post-16 options, including apprenticeships and vocational routes

· Awareness of issues affecting young people, particularly those with SEND or at risk of becoming NEET 

· Safeguarding procedures and responsibilities 
	E



E





E




E 



	4. Skills and Abilities

	The successful candidate will be able to demonstrate their skills and abilities:
	· To follow through an initiative or a task to its conclusion

· To communicate at all levels

· To be well organised and able to meet deadlines

· To establish good relationships with children, parents, staff and external stakeholders

· Good communication and interpersonal skills

· Good time management

· To work independently and take initiative 

· To plan, adapt and evaluate programmes to meet pupils’ needs 

· Confident in using digital platforms and technology (e.g. MS Office, Compass +, online careers tools) 
	E


E

E


E


E


E


E


E



E 
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