[image: ]
Job Description

Job Title: Careers Assistant
Responsible to: Careers and Aspirations Leader
Purpose of the Role
The Careers Assistant will play a key role in supporting the delivery and development of an outstanding careers education programme across the school. Working closely with the Careers and Aspirations Leader, the successful candidate will provide high-quality careers guidance to students, coordinate careers-related activities and events, develop strong relationships with employers and external organisations, and ensure the school's careers provision continues to meet the Gatsby Benchmarks.
The successful candidate will either hold the Level 6 Diploma in Careers Guidance and Development or be willing to complete this qualification within the first 18 months of employment. Where the school funds this qualification, the successful candidate will be required to remain in post for an agreed period following completion of the course or repay the cost of the qualification in accordance with the school's training agreement.
Key Responsibilities
Careers Guidance
- Conduct individual 1:1 careers guidance interviews with every student in Key Stage 4 and Key Stage 5.
- Produce personalised careers guidance reports following each interview, outlining agreed actions, progression routes and next steps.
- Provide impartial careers information, advice and guidance to support informed decision-making.
- Signpost students to appropriate opportunities including apprenticeships, further education, higher education and employment pathways.
Careers Programme Delivery
- Support the Careers and Aspirations Leader in planning, organising and delivering the school's annual careers programme.
- Coordinate and oversee careers events including:
· Careers Carousels
· Careers Fairs
· Mock Interview Days
· CV Writing Workshops
· Breakfast Networking Events
· Employer and Alumni Talks
· Careers and Aspirations Week
· Other employer engagement activities.
· Liaise with employers, training providers, universities and external organisations to secure meaningful opportunities for students.
Work Experience
- Assist in sourcing and securing high-quality work experience placements for Year 10 and Year 12 students.
- Develop and maintain relationships with local employers.
- Complete and monitor all employer documentation and administration required prior to placements.
- Support the organisation and successful delivery of the school's work experience programme.
Data and Quality Assurance
- Maintain accurate records of careers activities using Unifrog.
- Ensure student participation and encounters are recorded to support achievement of the Gatsby Benchmarks.
- Work alongside the Careers and Aspirations Leader to complete Compass+ evaluations and assessments each term.
- Produce reports and data to support careers quality assurance and school improvement.
Employer Engagement
- Develop and maintain strong partnerships with local businesses, employers and community organisations.
- Identify new opportunities for employer engagement across all year groups.
- Represent the school professionally when networking with external stakeholders.
General Responsibilities
- Support the promotion of careers activities throughout the school.
- Contribute to the continuous improvement of the school's careers programme.
- Undertake any other duties appropriate to the role as directed by the Careers and Aspirations Leader.
Person Specification
Essential
- Excellent organisational and administrative skills.
- Outstanding interpersonal and communication skills.
- Ability to build positive relationships with students, staff, employers and external organisations.
- Ability to manage multiple projects and deadlines simultaneously.
- High level of IT literacy and confidence using digital platforms.
- Commitment to providing impartial careers guidance.
- Willingness to complete the Level 6 Diploma in Careers Guidance and Development within 18 months if not already qualified.
Desirable
- Level 6 Diploma in Careers Guidance and Development.
- Experience of working within a school or educational environment.
- Knowledge of careers education, information, advice and guidance (CEIAG).
- Understanding of the Gatsby Benchmarks and careers provision within schools.
- Experience of using Unifrog and/or Compass+.
- Awareness of LinkedIn as a professional networking platform and its use in employer engagement.
- Experience of organising events and working with external partners.
Personal Qualities
The successful candidate will demonstrate:
- Exceptional organisational skills and attention to detail.
- A proactive and enthusiastic approach.
- Professionalism and discretion.
- The ability to work independently and collaboratively.
- Excellent networking skills with the confidence to develop new employer partnerships.
- A genuine passion for supporting young people to achieve successful future destinations.
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