Job Title: Careers Coordinator P4
Reports To: Assistant Principal (CEIAG)
Job Summary:
We are seeking a dedicated and organised Careers Coordinator to support our students' career education, information, advice, and guidance (CEIAG) efforts. The Careers Coordinator will be responsible for scheduling career appointments, supporting the administration process for work experience, assisting with the organising of additional careers events, talks, and assemblies, and updating the Unifrog platform as required.

Key Responsibilities:
1. Careers Appointments:
  To coordinate and schedule individual career advice and guidance appointments for students.
  To liaise with careers advisor, Inclusion, student services, year teams and tutors as required.
2. Work Experience Administration:
To support the administrative process for student work experience placements including filing of key documents (Year 10 and Year 12).
To update records as required.
3. Careers Events:
To assist with the organisation of careers related events and themed weeks (National Careers Week).
4. Unifrog Platform:
To update the Unifrog platform with relevant career information, opportunities, and resources.
5. General Administration:
To support the Assistant Principal (CEIAG) with various administrative tasks and projects, e.g. careers related displays.
Maintain accurate records of career appointments, events, and student participation.
Qualifications and Skills:
Excellent organisational and time-management skills.
Strong communication and interpersonal skills.
Proficient in using computer software and platforms, including Microsoft Office and careers software (e.g., Unifrog – training to be provided).
   

