
 
 

 

 

Careers Adviser 
 
Permanent 
Term Time plus one week 
Hours: 15 hours over 3 days 
Salary Scale: NJC grade 6 £25,991 – 29,577 (pro rata) 
 
(The ability to be flexible on occasions is essential) 
 
We wish to appoint an enthusiastic and hard-working Careers Adviser to be part of the 
College’s journey to becoming a truly outstanding establishment.  They will have excellent 
communication skills, thrive on working as part of a team and be ready to meet new 
challenges. 
 
In return an excellent career and professional development offer is at the heart of the 
College’s commitment to you. In addition you will have the opportunity to link with other Co-
operative Academies across the North West. Our core co-operative values define us. Every 
member of staff follows our ‘Ways of Being’;  
 
• Do what matters most • Be yourself, always • Show you care • Succeed together. 
 
Employee benefits include: 
 
• Local government pension scheme 
• Childcare vouchers 
• Co-operative flexible benefits, including cycle to work 
• Co-operative credit union 
• Health-care cash-back scheme 
• Season ticket & rental deposit loans 
• Discount on various Co-op branded products 
   
Connell Co-op staff have the rare opportunity to be a catalyst for social change by 
transforming the lives of the young people in the communities that we serve.  Small class 
sizes and access to the full range of learning resources empowers our teachers to add 
significant value to every student and ensure that they enjoy learning, excel in their chosen 
subjects and exceed prior expectations.  If you share our belief that poverty and deprivation 
should never limit the quality of a young person’s educational experience or their levels of 
achievement, then we would love to hear from you. 
 
 
Application form, job description and person specification can be found on our website: 
www.connell.ac.uk.  Completed applications should be returned via email to 
Chris Butterfield, PA to the Principal: chris.butterfield@coopacademies.co.uk  
 
The closing date for applications is: 9am on Monday 11th January 2021 
 
Interviews will take place w/c 18th January 2021 

 
  

http://www.connell.ac.uk/
mailto:chris.butterfield@coopacademies.co.uk


 

The role 

To provide professional career guidance services, including personal guidance interviews, in 
order to improve students’ skills, knowledge and understanding for career planning and 
management. 
 

Duties and responsibilities 

  Provide a high quality careers education resource throughout the College. 
 Work closely with the staff who are responsible for CEIAG in the College. 
 Produce and send out student Careers Bulletins when requested. 
 To organise a Careers offering through the enrichment programme in the form of weekly 

talks, workshops, presentations etc. when necessary. 
 Communicate apprenticeship, employment and HE opportunities to all staff/students. 
 Provide advice to students about CV writing, applications and interview techniques when 

necessary. Record all advice and information on the college information platform Cedar. 
 Build up the resources in the College careers room. 
 To help the Career Lead to update the CEIAG careers section on the college website. 
 To help develop a work experience plan for the college. 
 Use expert knowledge of careers information and labour market information and 

Intelligence to enable pupils to identify, access, interpret and utilise valid and current 
information that is relevant to them, including the appropriate use of information 
technology, e.g. social media and web-based information sources. 

 To provide advice to the Careers Leader on the range of resources and the role of 
opportunity providers, other education, training and employment providers and relevant 
others e.g. Enterprise Coordinator/Adviser in the development and delivery of the career 
guidance programme in college and the achievement of the Gatsby Benchmarks. 

 Organise the College annual Careers Conventions/mock interviews and other similar 
events. 

 To assist the Careers Lead/Assistant Principal for Student Services in organising the 
HE Information Evenings for parents/carers 

 Forward emails and any other publicity to the students and relevant members of staff. 
 Contribute towards the CEIAG SAR and QIP. 
 Provide additional guidance on the UCAS application process within the college 

where necessary. 
 To lead on booking careers conventions students (when necessary) and to organise 

the logistics for the day. 
 Support students with applications, CV writing, cover letters and personal 

statements; including a summary of agreed actions/action plan.  
 Keep a record of post 16 destinations. 
 Lead on widening participation programmes within the college including M.A.P, 

Social Mobility Foundation Programme, Career Ready and others the Careers Lead 
feels appropriate. 

 Support the Director of Upper Sixth/Careers Lead with the UCAS application 
process, particularly the checking of personal statements.  

 Help students to source subject specific work experience and to liaise with possible 
employers. To build sustainable relationships with external employers/outside 
agencies, keeping accurate records of all events. 

 To record all careers events and feedback on Cedar, assisting the Careers Lead with 
other relevant Cedar tasks. 

 To assist the Assistant Principal and Careers Lead with governors reports and 
Compass evaluations throughout the year. 

 To log and record all careers-related events, particularly student 
attendance/feedback at talks/enrichment sessions. 

 To offer careers-related induction sessions. 
 To arrange/attend specific Careers-related trips and employer/industry contact 

sessions. 
 To attend Careers- related CPD sessions and CEIAG Network meetings and events. 
 To participate in Taster Days/Open events and to communicate effectively with 

prospective students.  



 To communicate with feeder schools and to engage in shared Careers-related 
activities. 

 To refer to specialist services if required to support specific needs of pupils e.g. 
young people with SEND. 

 To communicate with relevant external agencies and networks for the benefit of 
pupils and the enhancement of the career guidance programme. 

 To involve parents and carers, where relevant, in the career guidance programme 
and support provided to their child and attend parents’ evenings as required.  
 

The duties of this post may vary from time to time without changing the general character of 

the post or of the level of responsibility within it. 

 
The Co-op Academies Trust, as an aware employer is committed to safeguarding and 
protecting the welfare of children and vulnerable adults as its number one priority. This 
commitment to robust recruitment, selection and induction procedures extends to 
organisations and services linked to the Trust on its behalf”. This post is subject to an 
enhanced DBS check. We value variety and individual differences, and aim to create a culture, 
environment and practices at all levels which encompass acceptance, respect and inclusion. 
All our colleagues are expected to demonstrate a commitment to co-operative values and 
principles. 

 
  



Person specification 
 

Essential Desirable 

Qualifications, 
Training. 

GCSEs, or equivalent, including Maths 
and English at Grade C (4) or above. 

Knowledge of the role of careers’ 
guidance  

Any other relevant 
qualifications or training. 
 

Level 6 Diploma in 
Career Guidance and 
Development 

Relevant 
experience. 

Minimum of 1 years’ experience of 
working in a college, school, university 
or an office environment  

 

Knowledge, 
skills, abilities. 

Excellent oral and written 
communication skills. 

Excellent organisational skills. 

Empathetic towards students and staff. 

A total commitment to issues of 
confidentiality and ensuring that others 
do so. 

Ability to work efficiently at speed. 

Ability to be self-motivating. 

Ability to work under pressure. 

Ability to work as part of a team. 

Ability to plan, organise and prioritise 
work schedule. 

Physical agility. 

Very good ICT skills 

 

Safeguarding Commitment to demonstrating a 
responsibility for safeguarding and 
promoting the welfare of young people. 

DBS clearance. 

 

Others Commitment to the aims and ethos of 
the College. 

Willingness to carry out duties at 
College afternoon or evening events 
and occasionally at weekends. 

Self-confidence and the ability to deal 
with difficult situations. 

A thorough, meticulous approach to all 
tasks. 

Smart, professional appearance. 

Ability to show tact and discretion. 

Willingness to represent the College. 

Flexibility and a willingness to be 
involved in change as the College 
develops. 

Commitment to further training and 
development. 

A genuine commitment to improving the 
quality of provision for students and 
staff at the College. 

A positive approach to challenges. 

Willingness to be 
involved in 
extracurricular activities. 

 

 


