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Person Specification 

CAREERS MANAGER


[bookmark: _heading=h.p5ofqs6tao0f]Essential Criteria
· Hold a Level 6 Level 6 Diploma in Careers Guidance and Development C or be willing to undertake and complete this qualification within an agreed timeframe.
· Experience of providing high-quality, impartial careers guidance to young people aged 11–18.
· Strong knowledge of statutory careers guidance requirements and the Gatsby Benchmarks.
· Ability to deliver 1:1 careers guidance and small group sessions, prioritising vulnerable students (PP, AEN, LAC, EAL).
· Experience of supporting post-16 and post-18 pathways, including UCAS applications.
· Ability to plan, organise and deliver careers-related events (e.g. careers fairs, employer encounters, mock interviews).
· Strong organisational skills, including the ability to manage destination tracking and maintain accurate records.
· Ability to work collaboratively with staff, external providers, parents/carers and stakeholders.
· Commitment to equality of opportunity, safeguarding, and raising aspirations for all students.
· Good IT skills, including the use of online platforms to track and log careers provision (e.g. Unifrog or similar systems).
[bookmark: _heading=h.v75sw2eh5er4]Desirable Criteria
· Hold a completed Level 6 Careers Qualification.
· Experience working in a secondary school or sixth form setting.
· Experience of leading or coordinating a whole-school careers programme.
· Confidence in analysing and reporting careers data to SLT and Governors.
· Familiarity with Ofsted inspection frameworks in relation to careers education.
· Experience of organising work experience and extended placement programmes.
· Knowledge of local labour market information and employer networks.
· Experience of delivering careers-related assemblies or staff CPD.
· Experience of working with highly able students and competitive pathways (e.g. Oxbridge, Medicine).


This person specification should be read alongside the Careers Manager Job Description and will be used to inform shortlisting, interview and ongoing professional development.
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