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CAREERS OFFICER JOB DESCRIPTION

Summary of Key Responsibilities

The Careers Officer will work with the Head of PACE, Year Managers and the Assistant Headteacher with strategic responsibility for CIAG to support students in relation to their careers’ education.

· Prepare and deliver CIAG in year group, class and 1:1 contexts, in line with the Gatsby Benchmarks.

· Support students in applications for employment, apprenticeship and other school leaver pathways including support of the advice and guidance service provided to Y11 students as they make their decisions about Sixth Form courses.

· Use the Gatsby Compass tool to assist with monitoring and reporting on the effectiveness of the CIAG programme.

· Liaising with representatives from the local labour market, FE and HE institutions to organise a careers’ fair for Y10 and the Y12 Futures’ Day; work experience (including extended WEX for some sixth form students) and opportunities for other providers post 16 and post 18 to speak to students in school.

· Liaising with teaching and other support staff as necessary in carrying out tasks.

· Support to the GCE and GCSE results service in August where students require specific CIAG.

· Any other tasks as reasonably directed by the headteacher or Assistant Headteacher with responsibility for careers.

Qualifications/Training/Skills
· Good working knowledge of CIAG and a willingness to study for qualifications to extend this knowledge where required

· Ability to work independently

· Willing to make a full contribution to the life of the School

· Excellent communication, listening and organisational skills

· Ability to win the trust of children and encourage them to talk about their career aspirations

· Strong empathy with the School’s ethos and values
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