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ROLE PROFILE

	General Details

	Role
	Sixth Form Careers Advisor

	Vacancy Number
	VN0208/26

	Department
	Telford 6th

	Reporting to
	Vice Principal / Faculty Director

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	37 hours per week

	Salary
	£37,728

	Terms & Conditions
	Business Support

	DBS
	Enhanced



Our Vision is to be a world class college underpinned by our core values of  ambition, respect and connection

Our Mission is to deliver the highest quality of education and training for our communities.

The Role
The purpose of this role is to:
· The Sixth Form Careers Adviser plays a key role in supporting Telford 6th commitment to student success, employability, HE progression, and positive student outcomes.

· The role requires a proactive and target-focused approach, ensuring that all activities contribute to the successful achievement of contractual key performance indicators (KPIs) and performance targets. Through effective engagement, support, and monitoring, the Sixth Form Careers Adviser will play a key role in helping students achieve their goals and secure positive progression outcomes.

· As the new Sixth Form is established, the Sixth Form Careers Adviser will be supporting the strategic design of a careers development programme  to meet and exceed Gatsby requirements and align with The College’s focus on raising the aspirations and achievements of all students.  

· The postholder will build positive relationships with students, delivering engaging support programmes and outreach activities that encourage participation, confidence, and personal development.  The Sixth Form Careers Adviser will build strong relationships between Telford 6th and external organisations including employers, charities and universities. 

Main Duties and Responsibilities
The successful applicant will be expected to:
The Careers Programme Strategy
· Support the successful delivery of the Sixth Form Careers Development strategy and contribute to its design and development.  
· Maintain records and feedback for the programme to measure effectiveness of the programme and enable reflection and improvement year on year.

The Overall Careers Programme
· Ensure Gatsby Requirements are met or exceeded, to include one-to-one personal guidance meetings for all Year 12 students.
· Support the design and delivery of a structured timetable of activities, including workshops, job clubs or other sessions.
· Collaborate with academic teams to integrate employability and career development activities across programmes.
· Design, implement and evaluate an annual Careers Aspirations Questionnaire to identify students' intended progression routes, aspirations and support needs, using the findings to inform personalised careers guidance, enrichment opportunities and tutorial programmes.
· Develop and maintain a comprehensive annual careers and progression calendar which integrates careers education, employer encounters, university engagement, apprenticeships, personal development and key progression milestones.

CEIAG
· Give high-quality impartial advice and guidance to individuals and groups of students on matters relating to intended destinations including HE Student Finance, employment, Higher Education including competitive entry courses, Degree Apprenticeships and Sponsored Degree programmes, study abroad, training and other progression options including gap year.
· Arrange and deliver one-to-one career meetings and create personalised action plans to help students achieve their career goals
· Monitor, evaluate and report on careers guidance outcomes, Gatsby Benchmark performance, student engagement and destination data, providing regular reports to senior leaders to support strategic planning and continuous improvement.
· Support students with SEND with their careers/progression planning, including where appropriate preparation for EHCP Annual Reviews.
· Create and maintain a programme of communication to ensure the many opportunities for career development that are available are shared with students efficiently.  Support students’ attendance and engagement on this programme.
· Develop strong partnerships with parents and carers, ensuring they are actively engaged in supporting students' progression decisions through information evenings, communications and guidance resources.
· Create and maintain a physical and electronic library of resources for students and staff to reference.

Students’ Next Steps and Development
· The Sixth Form Careers Adviser will positively and proactively engage with all Sixth Form students to support career learning, ensure inclusivity and address each student’s needs.
· Contribute to the planning and delivery of a programme of internal and external careers and progression events on campus and coordinate students’ attendance at these events.
· Be a named UCAS Centre Coordinator for applications from students on Sixth Form programmes, managing outgoing UCAS applications and associated procedures, liaising with tutors and support staff (eg for references).
· Contribute to the design and implementation of a focussed skills development programme for students.
· Support the development of a programme of AI learning for students to enhance their employability skills and understand the application, ethics and importance of AI in their next steps.
· Design and produce personalised progression resources, wider reading materials and enrichment opportunities aligned to students' intended destinations including Higher Education, Degree Apprenticeships, Apprenticeships, employment and gap year opportunities.
· Design a programme to access HE learning opportunities and support students in their attendance of these activities.
· Coordinate a structured programme of university visits, employer visits, careers fairs, mock interviews, networking events, admissions test preparation and progression workshops to broaden students' aspirations and raise achievement.
· Support students with employability skills including CV writing, cover letters, personal statements, LinkedIn profiles, job applications and interview preparation.

Work Experience
· Contribute to the design and ensure the implementation of a pro-active work experience programme for Sixth Form students that will develop their career learning and enhance their employability and support any requirements for the student’s next steps (eg placements for Nursing students).
· Lead the planning, implementation and evaluation of a high-quality work experience programme which reflects students' intended progression routes and supports progression into competitive university courses, apprenticeships and employment.
· Develop and maintain employer partnerships and support employability initiatives including in Sixth Form activities, job shadowing opportunities, skills workshops and  work experience.

Recruitment to Telford 6th
· Work with local secondary schools to promote Telford 6th and engage with the outreach team of Telford College to support recruitment activities.
· Deliver outreach activity across the community, including targeted areas and priority groups to support student recruitment into the Sixth Form.
· Promote the outstanding progression outcomes and careers offer of Telford 6th through open events, transition activities, marketing initiatives and collaborative partnerships with local schools and community organisations.

Telford 6th Form Stakeholders and Supporters
· Work collaboratively with internal teams and external partners to provide wraparound support
· Develop and maintain partnerships  with training companies, organisations and  charities, engagement with other organisations such as The Shropshire Chamber of Commerce to diversify the career learning engagements and take advantage of the many opportunities that are available in Telford and the surrounding area.
· Develop and maintain strategic partnerships with employers, universities, apprenticeship providers, professional bodies and community organisations to maximise opportunities available to students.
· Develop and maintain university and HE partnerships to ensure access to the many learning opportunities that are on offer.
· Build positive relationships with alumni and support alumni engagement activities, communications and events.

General
· Ensure all participants are linked to appropriate support services where required
· Support and promote Telford 6th equal opportunity, diversity, health and safety, Prevent and other policies, processes and objectives.
· Ensure accurate maintenance of careers records, destinations, Compass+ data and other tracking systems, ensuring compliance with statutory guidance and funding requirements.
· Maintain an up-to-date careers resource library, including digital resources, labour market information and progression materials for students, tutors and teaching staff.

Personal Development
· Keep updated with the changing landscape of the World of Work, university and apprenticeship offerings as well as CEIAG improvements in order to ensure best advice can be offered. 
· Maintain membership of the CDI by adhering to their Code of Ethics and ensuring the required annual CPD is achieved.
· Attend IAG and CPD networking and workshop events to develop a strong network of contacts and share best practice.  
· Maintain an up-to-date knowledge of Higher Education admissions, apprenticeships, labour market intelligence, emerging industries, artificial intelligence, employability skills and national careers guidance to ensure students receive current, impartial advice.

The Sixth Form Careers Adviser will play a central role in ensuring every student is equipped with the knowledge, skills, experiences and confidence to progress successfully to their chosen destination. Through strategic leadership of careers education, employer engagement, higher education partnerships and personalised guidance, the postholder will contribute significantly to student achievement, progression outcomes, recruitment, retention and the overall success of Telford 6th.

Other Corporate Responsibilities
· Reflect the vision, mission, aims and values of the College.
· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Continually improve teaching, learning and assessment through proactive CPD and sharing best practise.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.
· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.
· Carry out such other duties as may reasonably be required from time to time.
This role profile is current as the date shown. It is liable to variation to reflect changes in the role.

PERSON SPECIFICATION


	
	Essential
	Desired

	Education and Qualifications
	· Level 6 Diploma in Career Guidance and Advice or other relevant degree qualification.
· High standard of literacy and numeracy
· A life-long learning attitude towards continued development and training in careers based workshops, courses and qualifications
	· 7 Careers Qualification
· Member of the CDI


	Relevant Experience
	· Experience delivering  one-to-one guidance sessions 
· Experience delivering group sessions 
· Experience engaging with employers, charities or other stakeholders
· Experience of managing own workload to meet conflicting demands and deadlines
· Ability to maintain detailed and accurate records
· Ability to use current Windows based packages including Microsoft Word, Excel, Outlook and PowerPoint
· Experience in an educational setting
· Experience of organising and leading student visits to universities, work places and careers events.
· Experience organising careers, employability or employer engagement activities.
· Experience delivering whole school programmes 
· Experience designing and creating career learning materials and resources
· Experience of analysing student destination and progression data.
· Experience of designing and evaluating careers programmes.
· Experience of producing careers resources, tutorial materials and student guidance documentation.
· Experience of working with parents and carers to support progression.
	· Experience of using school MIS systems
· Experience delivering a work experience programme across a substantial cohort
· Personal World of Work experience in different capacities

	Specialist Knowledge and Skills
	· Excellent organisational, communicating and problem-solving skills with the ability to use own initiative and work proactively both in a team and independently
· Demonstrates a flexible approach to work to enable effective delivery of service
· Good interpersonal skills and confident communicator
· Excellent administrative skills and ability to meet deadlines
· Personal experience of university open days, 
· Knowledge of HE offerings and Student Finance
· Excellent understanding of the Gatsby Benchmarks.
· Knowledge of statutory careers guidance.
· Understanding of post-16 progression routes including Higher Education, Degree Apprenticeships, Apprenticeships and employment.
· Understanding of local and national labour market information.

	· AI experience
· Extensive in-person knowledge of a variety of universities across the UK
· Experience in creatively designing and delivering activities that further develop students’ employability skills and enhances their career learning
· Experience using Unifrog, Compass+ or equivalent careers management systems.
· Experience supporting UCAS applications for competitive university courses including Oxbridge, Medicine and Dentistry.
· Experience of developing employer engagement strategies.
· Experience of leading careers quality assurance and preparing evidence for Ofsted.

	Interpersonal and Communication Skills
	· Strong listener and able to communicate in a clear and concise manner both on the telephone and face to face, who can effectively convey information at an appropriate level.
· Proactive, flexible and adaptable
· Ability to remain calm in stressful situations
· Punctual, reliable and conscientious
· A collaborative approach to working within the department and across Telford 6th and the College.
	· Experience delivering CEIAG in an inspirational and engaging manner in one-to-one and group session environments

	Additional requirements
	· Commitment to Telford 6ths ethos and aims
· Commitment of equal opportunities
· Enhanced DBS
	· Full, clean driving licence
· Car available to attend events








ADDITIONAL INFORMATION
Conditions of Appointment
All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks
The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.
Equality and Diversity 
The College is an equal opportunities employer and encourages applications from all sections of the community.
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
Safeguarding
The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
Location
The postholder will be required to carry out their duties on the College premises.
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