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	Post Title
	Careers and Work-Related Learning Coordinator

	Purpose
	To coordinate and develop a vibrant Careers and Work-Related Learning programme to meet all the Gatsby benchmarks and provide good quality, meaningful opportunities for all students to encounter the world of work. To organise, develop and lead the Extended Education programme which includes relevant Chessbrook and college based courses

	Reporting to
	Designated Member of SLT 

	Liaising with
	Teaching and Associate Staff, external agencies, students and parents/carers

	Working Time
	27 hours per week – Careers and Work-Related Learning Coordinator 
10 hours per week – Supporting Pastoral administration and SLT 
Flexible hours to be considered
Term time + 1 week to include 5 INSET days

	Salary/Grade
	APT&C Points 16 – 20 + fringe, depending on experience
Full time figures are £30,518pa - £32,597pa + £1,045pa fringe and the actual pro-rata salary range is £26,102pa - £27,880pa + £893pa (based on 37 hours, TT + 1 Week)

	Disclosure Barring Service
	Enhanced with barred list check

	MAIN (CORE) DUTIES

	Operational,  Strategic Planning:




	· To support the development of effective and continually improving careers information, advice and guidance (CEIAG) for young people
· To plan, organise and develop a vibrant range of careers related events
· To ensure that the KS3 and 4 Unifrog Careers Development programme is maintained and developed
· To liaise and work with staff and outside agencies and companies for work related learning and enterprise events, activities, visits or placements
· To source Alternative Provision for students and manage placements
· To ensure that all relevant documentation for students on external placements is issued and completed 
· To maintain and develop positive links with local employers, colleges, alternative provision providers and ensure effective monitoring of student progress and concerns takes place 
· To link, liaise and lead Pastoral Managers, Connexions, SENDCo in relation to targeted students and the delivery of careers programme. 
· To collate relevant data for identified targeted students to support those at risk and link and liaise with appropriate support agencies as required
· To liaise with colleges and other provisions including Chessbrook
· To liaise with students, parents/carers, staff, YC Herts and other agencies as required 
· To oversee the monitoring and evaluation of the work experience programme across all year groups including the Years 10 and 12 work experience weeks  
· To oversee the work experience data base records and employers’ documents etc
· To oversee the relevant student files, file documents and archive files, maintaining appropriate confidentiality
· To ensure that all destination data for Years 11 and 13 is gathered and updated as required 
· Liaise with alumni students and sixth form team 
· Regular updates to newsletter articles  
· To maintain a level of expertise in relation to all relevant school working practices, policies and procedures  
· To ensure appropriate arrangements are in place with regard to Health & Safety, Child Protection, provisions and insurance for work placements and vocational placements 
Additional responsibilities Supporting the Pastoral team and SLT 
· To work with the SLT teacher responsible for transition and support in the organising of event related to the transition process.
· To organise the bookings of Parents' Evenings and Kick Start meetings liaising with staff and parents
· To organise Year 11 Leavers Assembly and Prom
· Support the Senior Leadership Team with operational, administrative or pastoral tasks as required

	Staff Development:

	· To take part in the school’s staff development programme by participating in arrangements for further training and professional development
· To attend regular meetings 
· To work as a member of a designated team and to contribute positively to effective working relations within the school
· To engage actively in the Performance Appraisal Review process
· To attend relevant in-service training and regular learning support meetings

	Standards and quality assurance:

	· Ensure that the Gatsby Benchmarks are mapped out and achieved across the school
· Support the aims and ethos of the school
· Set a good example in terms of dress, punctuality and attendance
· Follow and uphold school policies
· Participate in staff training

	Communication:
	· To follow agreed policies for communications in the school
· Attend meetings as required 
· To prepare and provide reports as required
· To be aware of in-school procedures and confidential issues and to keep confidences appropriately

	Management of Resources:


	· To contribute to the process of the ordering and allocation of equipment and materials for Work-Related Learning 
· To co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the school, faculty and the students



	Other Specific Duties:

	· To play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example
· To actively promote the school’s policies
· To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate
· To attend meetings as determined in the meetings policy and as directed by the Executive Principal
· To comply with the school’s procedures concerning safeguarding and to ensure that training is accessed

	All Associate Staff may be required, from time to time, to work as directed by the Executive Principal to provide cover for administrative functions within the school.  This may include exam invigilation, student supervision and other duties not normally detailed elsewhere within their job description.
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