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Person Specification:

	Criteria
	Essential
	Desirable

	Qualifications
	• Good standard of education, including GCSE (or equivalent) qualifications in English and Maths. 

• Willingness to complete the Level 6 Diploma in Careers Guidance and Development within 18 months of appointment if not already qualified.
	• Level 6 Diploma in Careers Guidance and Development (or equivalent careers qualification). 

• Additional qualifications relating to education, guidance, coaching, mentoring or youth work.

	Experience
	• Experience of working with young people in an educational, guidance, mentoring or support capacity. 

• Experience of providing advice, support or guidance to individuals. 

• Experience of managing administrative tasks and maintaining accurate records.
	• Experience of delivering careers education, information, advice and guidance (CEIAG). 

• Experience of working in a school or college careers environment. 

• Experience of organising events, workshops or employer engagement activities. 

• Experience of working with employers, universities, training providers or external organisations.

	Knowledge and Understanding
	• Understanding of the importance of supporting young people to make informed decisions about their future pathways. 

• Commitment to providing impartial careers information, advice and guidance. 

• Understanding of confidentiality, safeguarding and professional boundaries when working with young people.
	• Knowledge of the Gatsby Benchmarks and statutory careers guidance requirements for schools. 

• Understanding of post-16 and post-18 pathways including apprenticeships, higher education, further education and employment routes. 

• Knowledge of Unifrog, Compass+ or other careers management platforms.

	Skills and Abilities
	• Excellent communication skills, both written and verbal. 

• Ability to build positive and professional relationships with students, colleagues, employers and external partners. 

• Strong organisational skills with excellent attention to detail. 

• Ability to manage competing priorities and meet deadlines. 

• Strong IT skills and confidence using digital systems. 

• Ability to work independently and as part of a wider team.
	• Experience of using careers technology platforms and data systems. 

• Experience of producing reports, analysing data and contributing to quality assurance processes. 

• Confidence using professional networking platforms such as LinkedIn to develop employer relationships.

	Personal Qualities
	• A genuine commitment to improving outcomes for young people. 

• Positive, enthusiastic and proactive approach. 

• Professional, approachable and able to inspire confidence in students. 

• High levels of integrity, discretion and professionalism. 

• Adaptable and willing to respond positively to changing priorities.
	• Passion for careers education and helping young people achieve their aspirations. 

• Ability to develop creative approaches to engaging students and employers.

	Safeguarding
	• Commitment to safeguarding and promoting the welfare of children and young people. 

• Willingness to undertake safeguarding training relevant to the role.
	• Previous experience of safeguarding procedures within an education setting.
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