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	Job Description

	
POST TITLE
	
Careers Lead & Work Experience Administrator

	GRADE
	LGPS Grade 7, SCP 13 - 17

	WORKING HOURS
	35 hours per week, term time only, (hours worked per week will be flexible dependant on schools need)

	
PURPOSE OF THE JOB
	
To manage, plan and implement the school careers programme, providing high quality careers education, information, advice, and guidance, to ensure that Bartholomew students have all the necessary information and knowledge to enable them to make well informed decisions about their future career pathways. Responsible for the delivery and impact of the programme, to ensure it meets the expectations of the Gatsby Benchmarks.


	RESPONSIBLE TO
	Assistant Headteacher

	Bartholomew School recognises, and values continued professional development. Therefore, training opportunities will be made available as appropriate or necessary.



	Responsibilities and key duties
 
1. Careers Education and Guidance
Lead the planning, delivery and evaluation of the school’s Careers Education, Information, Advice and Guidance (CEIAG) programme across Years 7–13. This includes coordinating careers lessons within the Personal Development curriculum, arranging employer, university and training provider engagement, managing independent careers guidance, and ensuring students have access to impartial advice that supports informed progression decisions.
2. Careers Events, Employer Engagement and Partnerships
Develop and maintain strong partnerships with employers, higher education institutions, training providers and external agencies to enhance careers provision. Plan, organise and oversee careers-related events, including careers fairs, business networking events, interview skills activities, assemblies and next-steps programmes. Represent the school within local and regional careers networks, including the West Oxfordshire Schools Career Partnership, OxLEP Careers Hub and Enterprise Adviser Network.
3. Student Progression, Destinations and Work Experience
Manage all aspects of student destination tracking and reporting, ensuring compliance with local authority requirements and effective monitoring of post-16 and post-18 outcomes. Coordinate Year 10 and Year 12 work experience programmes, extended placements and internal work-related learning opportunities, ensuring appropriate safeguarding, health and safety, employer liaison, evaluation and record-keeping processes are in place.
4. Careers Communication, Information and Compliance
Promote careers opportunities and pathways through effective communication with students, parents/carers and staff. Maintain careers information across the school website, newsletters, noticeboards and digital platforms. Ensure compliance with current careers legislation and guidance, including Provider Access Legislation (PAL), Gatsby Benchmarks and other statutory CEIAG requirements.
5. Strategic Leadership, Quality Assurance and Administration
Provide strategic leadership for careers education across the school by monitoring and evaluating provision, undertaking regular Compass+ audits and driving continuous improvement against the Gatsby Benchmarks. Manage the careers budget, maintain accurate records and data systems, and provide reports and recommendations to support the school's careers strategy and objectives.

	Appraisal Process:
Participating in the school’s arrangements for appraisal, professional development and the school’s arrangements for quality assurance and internal verification.


	General responsibilities:
1. Act as a model for school values.
2. Ensure appraisal arrangements are effectively discharged by self and other team leaders line manage as appropriate.
3. Monitor and evaluate contribution and impact of other staff to areas of responsibility in relation to school priorities, and policies
4. Plan the deployment of staff expertise to achieve school improvement objectives 
5. Take responsibility for pastoral care of staff line manage
6. Lead on staff performance and standards related issues for areas of responsibilities with the support of line manager.
7. [bookmark: _Int_MHX8T6D4]To undertake other duties appropriate to the grade of the post as the Headteacher may from time to time reasonably determine.
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