Job Description

SCHOOL:  Homewood school and sixth form cENTRE

associate staff – GENERIC  
staff name:
 
POST TITLE:
Careers Advisor
COLLEGE: SiXth Form COLLEGE
 

1 - JOB PURPOSE AND ACCOUNTABILITY

· To continue to support the development of outstanding provision for Careers Education, Information, Advice and Guidance (CEIAG) and employer engagement opportunities. 

· To raise aspirations within our school community with a particular focus on our pupil premium students 
· To support the development and promotion of a Careers Education across the school. 
1.1 Your immediate responsibility is to:

· To be responsible to the Careers Manager and the PT IAG and Sixth Form 
· You will work as part of the Careers team including with the Careers Manager, Careers Coordinator (Years 7 to 11) and the Principal Teacher (PSHE).
· All staff are ultimately responsible to the Principal.

2 - GENERIC – ASSOCIATE STAFF
2.1
All staff play a part in the establishment and on- going development of the school and take a positive approach to the raising of standards and the development of the school. They can expect to be involved in appropriate meetings.  You will meet weekly with your line manager to review the week’s work and work for the coming week.
2.2 
All staff can expect to be attached to a College. They will carry out the related duties as agreed and in accordance with their job description.  Be prepared to undertake appropriate training if and when required.
2.3 
All staff are expected to adhere to the schools principles and policies which underpin 
good practice and the raising of standards. 

2.4
All staff share with other colleagues the responsibility for the maintenance of good order and adherence to school rules across the student population. All staff are expected to deal with issues that they encounter in an appropriate manner.
2.5
All staff are responsible for the health and safety of students within their care, both on and off school premises and when engaged in school activities.
2.6
All staff provide support to the management of the school and assist in supporting the teaching and learning process of the school and provide support for school functions as appropriate.
2.7
To support the learning process and good administrative practices in the school. 

2.8
To respond to the requests of teaching staff. 

2.9
To support other associate staff by covering their duties if they are absent from work. 

2.9a
To carry out other duties as may be reasonably required by the Principal from time to time.   

3 - GENERAL – APPRAISAL PROCESS
3.1
All staff are expected to contribute to the Associate Staff Review process which involves the setting and reviewing of individual targets.

3.2
Review targets may include: 

· An empirical target to ensure that progress is measured accurately and effectively
· A  target based on the School Improvement Plan

· A target which will encourage personal and professional development

4 - SPECIFIC DUTIES –– CEIAG
4.1 
To work with the Principal Teacher (Sixth Form & CEIAG), and the Careers to provide high quality careers education throughout the school 
4.2 
Work with relevant staff to deliver or organise delivery of specialist input to curriculum days, assemblies and after school / holiday activities, supporting the delivery of assemblies and make inputs to lessons where appropriate 
4.3 
Providing formal interviews to a range of students when making option choices or nearing the end of a Key-Stage, as well as all pupil premium students.
4.4 
In September, support the Head of CEIAG in identifying, along with the relevant Head of Year, pupil premium students, potential NEETs and those students who require CEIAG intervention in the coming year, recording the interventions that take place.
4.5 
Offer CEIAG interviews to individual students or groups of students in response to self-referral, referral by the College staff or as a drop in at break, lunch and after-school.  
4.6 
To keep accurate records of all meetings and advice given to track student intentions as they change. 
4.7 
 Meeting students with parents to consider career options and relevant pathways, as required and be available to advise parents on options evenings and parents meetings as well as answer telephone enquiries 

4.8 
Raise student aspiration by providing careers information through a dedicated careers base, the school library, displays placed throughout the school and the CEIAG section of the school website.
4.10 
Provide administrative support for the organisation of the CEIAG. 
4.11 
Build a detailed destination database of all Homewood leavers in years 11,12 & 13, liaising with the local authority to track leavers’ destinations. 
4.12 
To attend regional and national training / networking events and disseminate to key staff.

4.13 
To co-ordinate CEIAG events including Future Career Days, IAG Evenings and external / alternative provision input at parents evenings 

 Note
1.  
The above job description may be reviewed during the academic year. It may also be 
amended at any time but before this happens you will be given appropriate opportunities 
to discuss any proposed amendments.
