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JOB TITLE:  Careers Advisor 
 
REPORTS TO: Member of senior leadership team at both schools. 
 
BAND:   Grade D 
 
JOB PURPOSE 
 
To provide high-quality, impartial careers education, information, advice and guidance ensuring 
they are well-informed, confident, and prepared for life beyond school  
 
KEY CORPORATE ACCOUNTABILITIES 
 

• Commitment to the Trust and school’s vision and values; 

• To maintain awareness of and commitment to the Trust’s Equality, Diversity & Inclusion in 
Employment Policy in relation to both, employment and service delivery and to observe of 
conduct which prevents discrimination taking place; 

• To comply with all Trust policies and procedures including the Code of Conduct, 
Safeguarding Policy and E-Safety Policy; 

• Undertake safeguarding training at least annually, with further updates as required; 

• To fully comply with the Health and Safety at Work Act 1974, the Trust’s Health and Safety 
Policy and all locally agreed safe methods of work;  

• To work with colleagues to achieve service plan objectives and targets; 

• To participate in the Performance Management Procedure and contribute to the identification 
of team development needs; and 

• At the discretion of the Head Teacher, such other activities as may from time-to-time be 
agreed and are consistent with the nature of the job description herein. 

PRINCIPAL   ACCOUNTABILITIES 

 

• To plan and provide one-to-one impartial personal guidance meetings with all pupils. 

• To address the careers needs of all pupils by using data and information about vulnerable 
and targeted groups/learners for guidance meetings, including home visits, that include 
other professionals and parents/carers. 

• To collaborate with SENCOs, teaching staff and pastoral teams to ensure that tailored 
careers support meets individual pupil needs. 

• To contribute to the development and implementation of the school’s careers programme in 
line with the Gatsby Benchmarks. 

• To support pupils with their careers learning journey towards decisions at key transition 

points; option choices during Year 9, with application support for post-16 education, 

training, and employment opportunities. 

• To receive and complete reference requests from post 16 providers and employers for 

current and past pupils 

• To liaise with external agencies, local employers, training providers, colleges, and 

universities to provide up-to-date career and labour market information for stakeholders 

(teachers, pupils, and parents/carers). 



 
                                                     
                               

 

• To organise, develop and deliver engaging careers education sessions and careers-related 
events such as workshops, careers fairs, employer encounters, work experience and 
workplace visits. 

• To maintain accurate records using Compass+; writing up careers meeting action notes 

and plans; reporting on careers provision and pupil progress 

• To review and update data and information on the careers page on the school website and 

the careers display noticeboards 

• To systematically collect destinations data for both intended and actual destinations whilst 

completing the September Guarantee to be shared with the LA.  

 

 
The duties and responsibilities in this job description are not restrictive and the post-holder may be 
required to undertake any other duties that may be required from time-to-time.  Any such duties 
should not, however, substantially change the general character of the post. 
 
This organisation is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment. 

 

 
I confirm that I have read and understood, and that I accept, the above job description: 
 
 
 
Signature: …………………………………… Date: ……………… Name in full ………………… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
                                                     
                               

 

 
 
 
 
 
 
 
 
 
Person Specification – Careers Advisor 
 
 

Criteria 
 

Detail Requirements 

Qualifications & 
Experience 

Specific 
qualifications & 
experience 

Level 6 Diploma in Career Guidance and Development 

(or working towards this qualification) 

Proven experience providing careers advice and 

guidance to young people in a school, college or similar 

setting 

Excellent interpersonal, communication, and 

organisational skills 

Strong understanding of post-16 and post-18 pathways 

including apprenticeships, further and higher education. 
Knowledge of current careers education frameworks 
and good practice (e.g., the Gatsby Benchmarks, CDI 
framework) 

Literacy Excellent reading and writing skills – at least English 
GCSE (A-C) level or equivalent 
 

Numeracy At least Maths GCSE (A-C) level or equivalent 
 

Technology Strong ICT skills including MS Office suite 
 

Knowledge  Working knowledge of general school policies and 
procedures 
 

Communication Written Proven experience of letter and report writing 
 

Verbal Effective at exchanging verbal information clearly and 
sensitively 

Other Teamwork Proven experience of working in a team 
Proven experience of working on own  
 

Relationships Proven experience of establishing rapport and 
successful working relationships 
 



 
                                                     
                               

 

Information Proven ability to provide timely and accurate 
information 
 

Organisational 
skills 

Excellent organisational skills 
Ability to work accurately with attention to detail 
 

Time 
Management 

Proven ability to manage own time effectively with 
competing demands of the job role 
 

Creativity Proven ability to come up with creative solutions to 
situations which comply with statutory or procedural 
requirements 
 

Child Protection Good understanding of and commitment to child 
protection procedures 
 

Confidentiality/Da
ta Protection 

Good understanding of procedures and legislation 
relating to confidentiality 
 

CPD Demonstrates a clear commitment to develop and learn 
in the role 
Proven ability to effectively evaluate own performance 
and share knowledge with others 
 

 

 
 


