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Senior Careers Adviser
Role Profile & Person Specification
	General Details

	Job Title
	Senior Careers Adviser

	Vacancy No.
	VN0201/26

	Department
	Student Support

	Reporting to
	Student Support Manager

	Responsible for
	No direct line reports

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	37 hours per week, 1.0 FTE

	Salary
	£37,728

	Terms & Conditions
	Business Support

	DBS Requirement
	Enhanced (Children's and Adults' Barred Lists)



1. Purpose of the Role
The Senior Careers Adviser is Telford College's lead practitioner for Careers Education, Information, Advice and Guidance (CEIAG). The post holder delivers independent, impartial careers guidance for students with the most complex progression needs, supporting them into Higher Education, apprenticeships, employment and further learning.
As the College's recognised CEIAG expert, the post holder provides strategic and professional leadership for the careers offer, driving continuous improvement, quality assurance and compliance with national frameworks (including the Gatsby Benchmarks and Matrix Standard), and developing partnerships that widen opportunity for students.
2. Key Responsibilities
Professional Careers Guidance
· Deliver independent, impartial careers guidance for students with complex progression needs, supporting progression into Higher Education, apprenticeships, employment and further learning.
· Undertake in-depth, one-to-one guidance interviews for students with the most complex or additional needs, including care-experienced students, young carers, students with SEND, and those at risk of not achieving a positive destination.
· Take a lead role in supporting UCAS applications, working closely with Personal Tutors and Progress Coaches.
· Involve parents, carers and external agencies as appropriate, within information-sharing and consent protocols, and with sensitivity to each student's circumstances.
· Respond to enquiries from prospective and current students, helping them give early, informed consideration to their careers plans.
Leading Practice and Continuous Improvement
· Act as the College's lead practitioner and subject matter expert for Careers Education, Information, Advice and Guidance (CEIAG), driving continuous improvement and ensuring alignment with national guidance and best practice.
· Provide professional direction to the Careers and Progression Team, ensuring guidance practice is consistent, current and reflects statutory and best-practice frameworks.
· Keep up to date with legislation, labour market intelligence, and policy developments affecting careers guidance, the 16–19 curriculum and safeguarding, translating these into practical guidance for the College.
Quality and Compliance
· Lead Gatsby Benchmark implementation, Matrix Standard compliance, quality assurance, destination analysis and evaluation of the College's careers programme.
· Analyse destination and tracking data to identify students at risk of not achieving a positive outcome, and use this to inform targeted support.
· Use student and stakeholder feedback to evaluate the impact of the careers programme and drive ongoing improvement.
Partnership Development
· Develop and strengthen strategic partnerships with employers, Higher Education institutions, and external organisations to expand progression opportunities, industry engagement and student experiences.
· Establish specific pathways and progression routes with universities and employers for identified cohorts of students.
· Build and maintain links with external agencies and networks, including local authority partnerships , ensuring vulnerable students are appropriately supported through transition points.
· Represent the College at careers fairs, conventions and employer engagement events.
Professional Development
· Design and deliver careers-related CPD, coaching and guidance for the Careers and Progression Team and curriculum staff, embedding careers education across the College.
· Mentor and support less experienced advisers and coordinators within the Careers and Progression Team.
Service Development
· Lead innovation and service improvement, using labour market intelligence, destination data and student feedback to enhance progression outcomes and support the College's strategic objectives.
· Lead the development of careers-related digital content and resources, including the College website and student portal.
· Contribute to the ongoing development of the College's careers strategy in line with DfE and Ofsted expectations.
3. Collaboration & Cross-College Support
· Work closely with Personal Tutors, Progress Coaches, Pastoral Support & Wellbeing Officers and Senior Safeguarding staff to ensure a joined-up, collaborative approach to student progression.
· Support the planning and delivery of college-wide careers events, including careers fairs, UCAS conventions and employer visits.
· Contribute to the admissions process, helping prospective students consider their careers plans at the earliest opportunity.
4. General Responsibilities
· Reflect the vision, mission, aims and values of the College at all times.
· Apply a trauma-informed, restorative and equitable approach to all interactions, recognising the individual circumstances of young people (16+) and adults.
· Strive for continuous improvement in professional practice and the delivery of outcomes.
· Participate fully in the College's appraisal process and engage in continuing professional development.
· Comply with Data Protection legislation and maintain confidentiality at all times.
· Carry out all duties in line with the College's equal opportunities, child protection and safeguarding policies, acting responsibly to maintain the health, safety and welfare of self and others.
· Carry out such other duties as may reasonably be required from time to time.
Person Specification
Evidence Key
	A
	Application

	I
	Interview

	C
	Certificate



	Criteria
	Essential
	Desirable
	Evidence

	1. Level 6 Diploma in Career Guidance and Development (or an equivalent Level 6 careers qualification).
	✓
	
	A/C

	2. Registration with, or eligibility for, membership of the Career Development Institute (CDI).
	✓
	
	A/C

	3. Working knowledge of national careers frameworks and quality standards, including the Gatsby Benchmarks, Matrix Standard and Compass/Compass+.
	✓
	
	A/I

	4. Significant recent experience of delivering independent, impartial careers guidance in an educational setting, including with students who have complex or additional progression needs.
	✓
	
	A/I

	5. Up-to-date knowledge of progression routes into Higher Education, apprenticeships and employment, and understanding of 16–19 curriculum developments.
	✓
	
	A/I

	6. Proven track record of developing and strengthening strategic partnerships with HE providers, employers and apprenticeship providers.
	✓
	
	A/I

	7. Working knowledge of UCAS processes, with evidence of supporting complex or higher-need UCAS applications.
	✓
	
	A/I/C

	8. Experience of leading, coaching or mentoring colleagues, or of leading a service or area of work without formal line management authority.
	
	✓
	A/I

	9. Experience of quality assurance, self-evaluation or external accreditation processes (e.g. Matrix Standard, Investors in Careers).
	✓
	
	A/I

	10. Experience of using destination data or labour market information to evaluate and improve service delivery.
	✓
	
	A/I

	11. Excellent communication and interpersonal skills, with the confidence to work with students, staff, senior leaders, governors and external partners.
	✓
	
	A/I

	12. Ability to present confidently to large groups of students, parents, carers and staff.
	✓
	
	I

	13. Experience of designing and delivering staff training or continuing professional development.
	
	✓
	A/I

	14. Experience of event planning, such as careers fairs, conventions or employer engagement events.
	
	✓
	A/I

	15. Knowledge of the Aspire programme, Future Focus, or similar 16–19 employability and transition programmes.
	
	✓
	A/I

	16. Strong, demonstrable commitment to safeguarding, trauma-informed practice, and restorative, student-centred approaches.
	✓
	
	A/I

	18. Commitment to equality, diversity and inclusion, and to promoting equity of opportunity and outcome for all learners.
	✓
	
	A/I

	19. A good standard of formal education, including GCSE Maths and English at grade C/4 or above (or equivalent).
	✓
	
	A/C

	20. Knowledge of, and ability to use, data management and learning management systems (e.g. Heritage).
	✓
	
	A/I
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