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Job Description and Person Specification
Job details
Job title: Careers, Information, Advice and Guidance (CIAG) Coordinator
Grade: PS06
Reports to: 18.5 Hours per week
Responsible for: Quality Compliance and Learning Support Manager
Location: Varied Locations/Vulcan Works, Northampton
Directorate and Service area: Adult Learning Service – Public Health
Purpose of the job 

The CIAG Coordinator is responsible for providing comprehensive careers, information, advice, and guidance services to students within the Adult Learning Service. They will play a key role in supporting students in making informed decisions about their education, training, and career pathways, ultimately enhancing their employability and progression opportunities.  

Advise senior leadership and lead implementation on policy, strategy and resources for CEIAG and lead on the services career plan, matrix Standard accreditation and ensure Gatsby Benchmarks are met.


Principal responsibilities 
    CIAG Service Delivery:
1. Plan, coordinate, and deliver a comprehensive CIAG service to students, including one-to-one guidance sessions, group workshops, and careers events.
2. Provide impartial information, advice, and guidance to students on a range of education, training, and career options, tailored to their individual needs and aspirations.
3. Deliver workshops, seminars, and presentations on topics related to career exploration, employability skills, CV writing, interview techniques, and job search strategies.
4. To lead on the service MATRIX accreditation.
5. Advise senior leadership and curriculum teams on policy, strategy and resources for CEIAG 
6. To liaise and work effectively with the full range of support services to ensure marketing, enrolment and support enhances the curriculum offering and recruitment including supporting planned marketing and promotional events. 
7. Support tutors providing initial information and advice.

Partnership Development:
1. Maintain up-to-date knowledge of labour market trends, further education pathways, apprenticeships, higher education options, and other relevant resources.
2. Forge and maintain effective partnerships with external agencies, employers, and educational institutions to enhance the range of opportunities available to students.
3. Liaise with curriculum teams to embed CIAG principles and practices within the curriculum and student support structures. 
4. Represent the service at relevant networking events, conferences, and career fairs to promote CIAG services and establish connections with external stakeholders.

Data Management and Evaluation:
1. Maintain accurate records of CIAG interactions and outcomes using appropriate systems and databases.
2. Monitor and evaluate the effectiveness of CIAG services, collecting feedback from students and stakeholders to inform continuous improvement.
3. To support the wider service with the tracking and reporting on destinations and progression. 
4. To support effective planning, implementation, delivery and quality assurance of the career’s guidance within the service. 
5. Monitor teaching and learning in careers education

This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
General responsibilities applicable to all jobs
1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
3. Understand the councils committment to Corporate Parenting and take responsibility  to support this commitment. Enable the council to be the best corporate parents possible to children and young people in our current and previous care. 
4. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.






Special features of the post

This post requires satisfactory clearance of a Disclosure and Barring Service

  Disclosure Level Work Type                                                         
													
	What work type does this role fit into? 
	Fixed 
	Flexible 
	Field 
	Home 

	
	 
	 
	 
	 


	[bookmark: _Hlk96425749]What disclosure level is required for this post? 
	None 
	Basic

	
	
	 

	
	Standard
	Enhanced

	
	Enhanced with barred list checks
	














Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	
A relevant level 6 qualification in careers information, advice and guidance, counselling, education, or a related field or relevant experience with a commitment towards gaining formal lv6 qualification.
Evidence of recently undertaken professional development and subsequent practical application and impact.

Hold a Level 2 qualification in English and Maths.

Hold a Level 2 qualification in ICT or equivalent, or willingness to work towards.

	
Formal Lv5 teaching qualification

Degree level qualification. 



	Experience and Knowledge
	
Previous experience in delivering CIAG services within a further education or similar setting

Knowledge of key current curriculum developments within FE 

Experience of education and employment opportunities across the local, regional and national landscape. 


	 
Experience of working in a post-16 educational organisation.


	Ability and Skills
	Experience and understanding of careers guidance
Experience of working with 16+ clients in one to one and group work.

Experience of providing up to date impartial information and guidance in a variety of formats including 1:1, group presentations, telephone and online (e-guidance) to students, tutors and staff.

Experience of planning and developing careers advice and / or education provision within an education or adult support setting.

	



	Knowledge, Skills and Abilities
	
Understand the role of the Careers Guidance Advisor and the importance of ‘Impartiality’ especially in an FE and HE

Demonstrate knowledge of quality standards such as Matrix, OFSTED and Gatsby Benchmarks

Strong organisational skills with an ability to manage a varied workload and meet deadlines.

Excellent literacy, numeracy and ICT skills with the ability to use a variety of computer packages including MS Office, Google Drive and management information systems.

Excellent communication skills including the ability to give and receive information / advice effectively to a wide range of audiences.

Able to demonstrate experience of managing and motivating teams to achieve excellent outcomes for students

	
Understanding of MATRIX and GATSBY 

In depth knowledge of National Careers Service (NCS) delivery, including action planning and processes and practices.


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

	

	Additional Factors
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