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Crofton Academy - Person Specification
KS4 Progress & Careers Advisor

	
	Essential
	Desirable

	Qualifications
	· Studied to a minimum standard of A-Level (or equivalent), with GCSE 4/C+ in English and Maths, or relevant experience. 
· Willingness to work towards a Level 6 qualification in Careers Guidance and Development.

	· Level 4 or 6 qualification in Careers Guidance and Development

	Experience
	· Experience of supporting and guiding pupils/young people.
· Experience of liaising with, and co-ordinating, a wide range of external parties. 
· Knowledge of universities, qualification routes, subject choices, non-academic career choices, and volunteering.
· Experience of building and maintaining relationships with a wide variety of stakeholders. 

	· Experience in developing social media communications or newsletter style communications.
· Previous experience of working within a Secondary School setting. 

	Skills & Knowledge
	· The ability to relate well to children and adults. 
· Able to work under pressure and to tight timescales.
· Able to work with minimal supervision and manage own workload. 
· Able to work collaboratively with a wide variety of stakeholders.
· Strong organisational skills
· Excellent communication and business networking skills.
· Ability to identify own training and development needs. 
· Proactive approach to work. 
· Excellent IT, Literacy and Numeracy skills. 
  
	· Appropriate knowledge of First Aid. 
· Knowledge of relevant policies/code of practice and awareness of relevant legislation. 


	Beliefs, Values and Personal Qualities 
	· Flexible with ability to adapt to changing priorities.
· Enthusiasm, motivation, drive and energy.
· Excellent communication skills both written & verbal.
· Approachable with the ability to engage, motivate and relate with young people.
· Able to work constructively as part of a team. 
· Excellent role model for young people.
· Committed to providing the best for all pupils at Crofton Academy. 

	· Willingness to support and contribute to whole school events in and out of school time.





Job Description – KS4 Progress & Careers Advisor
	RESPONSIBLE TO 
	Assistant Headteacher - Outcomes



[bookmark: _GoBack]Job Purpose: The primary purpose of this role is to support KS4 pupils to overcome barriers to learning and help them achieve their full potential and develop alongside leading our careers provision; providing guidance and information to our pupils at key stages in their education.

Key Mentoring Activities

· Support individual learning, by monitoring and reviewing pupil outcomes regularly.
· Support pupils to achieve required standards of work as set by teaching staff.
· Supporting teachers to raise pupil standards and achievements through raising pupils’ esteem, expectations and aspirations.
· Support the Assistant Headteacher to implement the necessary support and intervention strategies to all target pupils. 
· Be responsible for groups of pupils during support/revision sessions.

Supporting Pupils to Improve Outcomes

· Help to identify pupils individual needs with assistance from teaching staff and Year Leaders.
· Develop and maintain positive attitudes in pupils towards the mentoring programme – such as trust and confidence.
· To work with pupils, individually or in groups, out of the classroom on set work enabling them achieve completion and to submit to their teacher.
· Facilitate the process of enabling pupils to meet coursework deadline dates by supporting both pupils and teaching staff. 
· Develop one-to-one mentoring relationships, giving emotional support and acting as coach, trainer, developer and motivator.
· Work with pupils, one-to-one, to encourage them to maximise their potential through a range of strategies and support programmes, e.g. use strategies which:
· Develop organisational skills and memory,
· Develop independent and collaborative working,
· Help to identify different learning styles,
· Improve the pupil’s behaviour.
· Encourage pupils to make a positive contribution to the academy and community and gain confidence through participation in activities.
· Draw up an action plan for each pupil, set regular targets and actions and monitor the outcomes – thereby evaluating progress towards a more positive approach to learning.
· Maintain accurate and up-to-date records of action plans and evidence of pupil progress.
· Implement agreed learning activities/learning programmes, adjusting activities according to pupil responses/needs. 
· Constantly challenge pupils to remain motivated and focused.
· Monitor and control behaviour reporting any misbehaviour to Year Leaders through academy procedure.
· Work with individual pupils, identifying the current barriers to learning, and monitor progress towards set targets.
· Support pupils to evaluate their progress and provide access to learning skills for personal development.
· Act as a role model to pupils and be available to them in unstructured academy sessions.



Careers Information Advice & Guidance 

· Provide Information, Advice and Guidance (IAG) for pupils at key points within their education, supporting and enabling them to make decisions about their future. 
· Develop and deliver high quality programmes of careers education in order to meet national standards. 
· Meet pupils in KS4 either one-to-one or in small groups to discuss career or education options.
· Conduct small group sessions or larger presentations on all aspects of careers work and topics related to personal development. 
· Working with pastoral staff in KS4 to ensure guidance provided is relevant and helps maximise pupils’ potential. 
· Identify barriers to pupils at risk of not participating in post-16 education and inform them of the services available for support. 
· Assist pupils to draw up action plans for employment, education and training and support them to achieve these goals.
· Research and keep up to date with careers and labour market information. 
· Maintain records as requested. 

Events and Open Days

· [bookmark: _Hlk179811662]Coordinate collapsed timetable days/events in relation college/university preparation.
· Establish effective working relationships with local college institution staff and other key professionals. 
· Promote careers trips, university visits and open days at college institutions to all relevant pupils positively. 
· Organise, promote and coordinate a programme of careers events for pupils and parents, ensuring active local business participation.  
· Ensure active promotion of careers in school assemblies and at Information Evenings and other events.
· Promote annual careers week and STEM 

Work Experience/Preparation

· Provide guidance to pupils on completing application forms. 
· Provide advice on interview technique and presentation skills. 
· Facilitate mock interviews for relevant pupils as part of their learning and development. 
· Organise, promote and coordinate work experience in liaison with pastoral/senior staff. 
· Build relationships and liaise with industrial providers in order to secure work placements.
· Coordinate a system of support, monitoring and responsiveness for students on work placements.
· Ensure quality assurance processes within work placements to ensure that they are appropriate to the learning needs of students. 
· Develop further skills in health and safety checking of work placements.

Other Duties

· Develop a network of specialist partners to provide guidance on specific careers. 
· Develop positive relationships with Higher/Further Educational institutions. 
· Support the Academy to raise the aspirations of students.
· Monitor, record and communicate leaver destination information to relevant members of the Senior Team




Support for the Academy

· Be aware of and comply with relevant policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person. 
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop. 
· Contribute to the overall ethos/work/aims of the academy. 
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training and learning activities and performance management as required.
· Assist with the supervision of pupils out of lesson times e.g. clubs, extra-curricular activities. 

Data Protection and Safeguarding
· To work and process personal and sensitive information in accordance with the Data Protection Act 2018 including the General Data Protection Regulations (GDPR) 2018.
· To ensure that you are kept updated with the requirements of Keeping Children Safe in Education and have responsibility for promoting and safeguarding the welfare of children and young people. 
· All employees of the academy have a responsibility for promoting and safeguarding the welfare of children and young people.

Health and Safety

· Where appropriate, undergo Basic First Aid/Health and Safety training and update courses.
· 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.
· Support the Academy’s implementation of all current statutory requirements, e.g., The Equalities Act and Child Protection legislation.

Continuing Professional Development

· Keep up-to-date and informed on changes to legislation, and roles and responsibilities.
· In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments in marketing/communications which may lead to improvements in provision.
· Undertake any necessary professional development as identified in the Academy/Trust Development Plan, taking full advantage of any relevant training and development available.
· Maintain a professional portfolio of evidence to support the Performance Management process - evaluating and improving own practice. 


Candidates must also be willing to undertake and other responsibilities in line with their grade as requested by the academy.
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