Job Description
	Job Title:  Careers and Employment Advisor 


	POSCODE:  CCC2324


	Grade:  Scale 6



Overall purpose of the job

Deliver impartial Information Advice and Guidance, careers advice and guidance to individuals and support the third sector organisations to source and deliver the required skills and expertise. The activity will take place via a series of key community settings, such as community groups, emergency food hubs, local jobs clubs, and via housing associations, providing tailored and targeted support. Our work to date has identified those in need, often wanting to work but often have a range of practical challenges from childcare to transport, that makes retraining or accessing employment challenging. 
This work will engage with residents in need, and support them overcoming the barriers, and in ultimately accessing training gaining work which is likely to contribute not just to employment benefits, but also reduction in demand on other services – health, mental health, financial need etc. 
Main accountabilities

	Main Accountabilities

	1. 
	In a range of settings deliver advice and guidance to individuals to help them identify and implement their learning/occupational/employment goals with specific focus on supporting the unemployed and those in low wage employment 


	2. 
	Maintain and promote careers guidance delivery at other locations, particularly Jobcentres and other community settings in order to promote the HDC/Service to our priority individuals and meet HDC/Service targets.


	3. 
	Advocate on behalf of clients with specialist agencies and providers in order to help clients access appropriate support to enter or progress in learning or work.



	4. 
	Support the HDC/Service at external events such as Job Fairs, providing information and advice on learning and work opportunities. 

	5. 
	Work with the Marketing Team to promote the work of this role and to develop creative methods to capture the impact on individuals this post has, which will include measurable and soft outcomes

	6. 
	Develop, maintain and display a sound and thorough knowledge of all courses and admission requirements across the team. Encourage referrals from the Admissions Team and feedback on outcomes.

	7. 
	Keep up to date with all relevant Labour Market Information, local training opportunities and funding body guidelines to ensure correct information is provided to individuals 

	8. 
	Ensure that the HDC/Service provided to individuals is comprehensive, accessible and meets/exceeds the requirements of the Gatsby Benchmark, Matrix standards and Ofsted framework. 



	9. 
	Provide effective advice and guidance HDC/Service at all times, including evenings and weekends, to prioritise and meet business needs and provide an effective workflow to meet deadlines.



	10. 
	Work with Tutors and Admissions staff to capture the Destination and Progression of individuals.  Work with Cambridgeshire Skills Exams and Learner Experience Officer to create 4 learner newsletters a year encouraging learner and volunteer involvement.

	11. 
	Ensure that the work provided is a safe and supportive environment for individuals, and input into the work of the safeguarding team.



	12. 
	Ensure that the requirements of equality legislation are rigorously embedded into all working practices and dealings with individuals.




Safeguarding commitment (Include for roles involving work with children/vulnerable adults)
We are committed to safeguarding and promoting the welfare of children and young people/vulnerable adults.  We require you to understand and demonstrate this commitment.

Person Specification
Qualifications, knowledge, skills and experience
Minimum level of qualifications required for this job
	Qualifications Required
	Subject
	Essential/
Desirable

	Level 3 minimum and willing to work towards higher
	A qualification in Careers Guidance/Information Advice and Guidance
	D

	A Level standard or equivalent
	Any subject
	D

	Level 2 grade A-C or equivalent
	English and Maths
	E

	Level 3
	Teacher Training
	D


Minimum levels of knowledge, skills and experience required for this job
	Identify 
	Describe
	Essential/

Desirable

	Knowledge & Experience

	· Broad knowledge of learning and work opportunities  

· Broad knowledge of community engagement and partnership working

· Experience of delivering information and advice and support on a group or one to one basis 

· Work with individuals to support them into positive destination and progression
· Knowledge of the barriers that prevent people from fulfilling their potential and how to remove them
	E


	
	· An understanding of Gatsby Benchmark and Matrix IAG Standards and the application to this role
· A clear understanding of the Ofsted quality framework and its application to Careers, Destination and Progression requirements
· General understanding of national adult skills and employment strategies
	D

	Skills
	· Liaising with departments across the HDC/Service and managers to ensure the right solution can be progressed

· Ability to prioritise, manage workload, be flexible and work under pressure and to deadlines

· Ability to interpret information

· Ability to plan and organise effectively

· Excellent inter-personal skills – can relate confidently and productively to people of all ages, abilities and diverse backgrounds

· Proficient at using Microsoft Office computer packages 
· Excellent organisation skills and capable of dealing with competing demands on time

· Patient and calm under pressure

· Self-starter, able to solve problems in innovative ways.

· Pro-active team member, willing to help and support colleagues

· Writing clear and grammatically correct reports/ procedures and instructions
· Communicate information and develop individuals to improve their knowledge and skill set

· Putting the individual at the heart of everything we do. 
	E

	
	· Confident in group delivery

· Presentation skills
	D

	Equal opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs


	E

	Safeguarding (include for roles working with children/vulnerable adults)
	Demonstrate an understanding of the safe working practices that apply to this role. 
Ability to work in a way that promotes the safety and well-being of children and young people/vulnerable adults.  


	E

	Other
	Full Driving licence and access to own transport.
	E


	Disclosure Type

	What disclosure level is required for this post?
	None
	Standard

	
	Enhanced - X
	Enhanced with barred list checks


	Work Type
	
	
	
	

	What work type does this role fit into? (tick one box that reflects the main work type, the default workers type is flexible)
	Fixed



	Flexible

X
	Field
	Home
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