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Role Profile – Careers Adviser

	Job Title:
	Careers Advisor
	School/Dept.:
	Careers Service

	Reporting to:
	Senior Careers Adviser

	Responsible for Line Management of:
	N/A


	Main Purpose of Role:
	
· To deliver individual careers guidance, education, information and advice to support student development needs within the framework of the GCU portfolio.
· As a Careers Partner, contribute proactively to the design, delivery and evaluation of programme based careers education teaching for a designated academic school.
· To provide specialist, professional expertise regarding graduate labour market research, analysis and intelligence relevant to the specialist Careers Partner responsibilities.
· To ensure that graduate occupations, industries, recruitment practices and the needs of graduates are understood and communicated to students, academics and other stakeholders relevant to individual Career Partner responsibilities.


	Grade:
	6

	Accountabilities/Responsibilities of the Role:

	1. Design, deliver and evaluate a tailored programme of careers education, information, advice & guidance (CEIAG) lectures and workshops to support the career development of students, ensuring that the specific needs of stakeholders are met. 
2. Provide quality assured 1-1 careers information, advice and guidance for students and graduates of any discipline both in-person and online.  
3. Provide effective careers consultancy for the academic school caseload by relationship building and ongoing stakeholder management, to develop and deliver careers service and employability input in that area.
4. Lead on the provision of caseload related LMI, occupational and industry information, collaborating with information and employer engagement colleagues. 
5. Design, develop and deliver online and blended learning resources, maximizing technology-enhanced delivery including AI and on the university virtual learning environment.
6. Provide formative and summative feedback to students engaged in CEIAG activities either formally on modules or on an individual basis.
7. In collaboration with employer engagement colleagues, relative to the caseload, liaise and network with employers, professional bodies and related organisations to provide opportunities for students.
8. Interpret and disseminate destination and research survey data to inform the delivery of career development activities. 
9. Engage in regular CPD to maintain and develop professional skills and knowledge regarding careers theory and guidance practice, the UK and international graduate labour markets and recruitment practices. 
10. Play an active role in the professional body (AGCAS) to contribute to knowledge exchange and the   development of the profession 
11. Contribute to raising the profile of the service through active participation in conferences, knowledge exchange and also in marketing activities for the Careers Service through attendance at events and open days
12. Taking on other reasonable duties or responsibilities appropriate to the post and in line with department business needs. 
13. Occasionally work evenings and weekends to support service delivery. 




Person Specification 

	Expected Criteria
E - Essential or D – Desirable 
	Assessment Method

	Education & Professional Qualifications
	

	E1 - Educated to degree level or equivalent experience.
E2 - Professional qualification in Careers Guidance (QCG/QCGD or equivalent)
	Application 

	Skills, Knowledge & Experience 

	Assessment Method

	E3 - Experience of working as a Careers Adviser with a wide range of client groups
E4 - Experience of designing, developing and delivering Careers Education activities such as curricular or co-curricular inputs
E5 - The ability to communicate effectively orally, in writing and using digital technologies
E6 - Ability to establish and maintain collaborative relationships internally and externally 
E7 - Excellent organisational skills, the ability to manage competing priorities and to plan effectively over the academic year and beyond
E8 - Thorough and current knowledge of career guidance practice and career development theories
E9 - Ability to lead without authority
E10 - Excellent negotiating and influencing skills
E11 - Excellent problem solving and decision making skills 
E12 - The ability to understand, interpret and convey data to inform data-driven practice
E13 - Up to date knowledge of graduate recruitment and selection practices
E14 - Strong IT skills.
D1 - Experience of networking with employers and professional bodies
D2 - Experience of effective evaluation to ensure and improve service delivery
D3 - Experience of delivering feedback to improve performance 
D4 - Knowledge of the global labour market relevant to GCU portfolio
D5 - Up to date knowledge of employment legislation
	Application/Interview





	GCU Values & Behaviours
	Assessment Method

	· Demonstrates behaviours which are consistent with the GCU Values (Integrity, Responsibility, Creativity & Confidence)
	Application Form & Interview 



Generic Activity 

	Main purpose of the role:

	The main purpose of this role is to display an in depth knowledge of methods, systems and procedures gained through significant practical experience and/or education typically to degree level. The work involves the exercise of initiative and judgement required to resolve operational problems. Individuals will be expected to identify gaps in information and apply discretion to determine short term priorities, and if applicable, priorities of a team of people involved in the same type of work. Contributions include proposing and implementing improvements to current working methods and detailed manipulation, analysis and interpretation of data. Roles at this level will provide advice, guidance and support to others based on their professionalism and experience.

	Generic Activity: - Please note that the amount of focus on each on these activities will vary between specific roles.

	Typical Work Activities
· Provide professional advice within own area of expertise
· Participate in departmental project work
· Apply a detailed understanding of specialised, but established, University systems, processes or procedures to analyse and resolve related problems
· Collect and organise both standard and complex material and information for inclusion in reports and documents and/or answer related queries and questions
· Organise and resolve most issues/queries independently, providing advice on specialised but established and related matters to staff and/or students at all levels
· Deliver or oversee a range of specialised service support tasks, advising and assisting colleagues to ensure quality standards are adhered to.
· Deal with queries referred on from more junior staff and act as a filter for issues referred to more senior staff, to provide immediate support and problem resolution.
Communication and Networking
· Present complex information verbally or in writing at an appropriate level of professional complexity/specialism
· Required to persuade others in the team about new ways of delivering services and the use of new working practices
· Communicate complex information which may be detailed or specialist in nature
· Conduct briefing sessions, write detailed letters, answer complex emails, deal with sensitive/confidential matters
· Write factual reports, procedures and guidelines
· Have a range of contacts both internal and external to the University
· Required to attend committees and/or networks (internal and external to the University) to ensure that issues are appropriately represented and reported, and to facilitate the exchange of information and exchange best practice.
Planning and Organising
· Plan, organise and prioritise own workload (and that of others) to feed into achievement of broader departmental objectives
· May contribute to resource and budgetary planning processes
· Likely to manage and co-ordinate small/medium sized projects
· Have personal autonomy to organise own work
· Contribute to longer term strategic/planning activities within the School/Department/Team.
 Resource Management (People, Finance)
· Responsible for managing supplier relationships in line with departmental objectives
· May monitor resources and/or budget and contribute to the resource planning process
In a people management role:
•	Plan, prioritise and delegate the day-to-day work of others to ensure that all relevant objectives are met, including responsibility for and/ or contribution to, recruiting, monitoring and supporting the performance management, mentoring and development of team members to ensure that individual contributions are maximised in line with the GCU Leadership/Management Accountabilities. 
In an individual contributor role: 
• Operate as an individual, organising and planning own work activities to contribute to the overall achievement of department objectives.
Stakeholder Management
· Attend and/or lead internal and external meetings as required to support standard work activities and/or represent the University/ Department at the appropriate level
· Initiate, develop and deal with wide ranging internal and external contacts
· Influence stakeholders to adopt best practice processes and outcomes where possible
· May be recognised as a leading point of contact for a particular specialised process.
Analysis, Reporting and Documentation
· Perform detailed manipulation, analysis and evaluation of specialised but relatively straightforward information, highlighting and prioritising any issues for further investigation
· Supply data and information to other departments
· Analyse complex statistics, highlighting and reporting on trends and patterns
· Conducting enquiries/research into complaints/issues.
 Management of Work Environment
· Understanding of appropriate health and safety regulations and procedures, ensuring compliance with appropriate legal standards within own area of responsibility
· May manage technical or operational services and have responsibility for the safe working of others.
 Teamwork and Collaboration 
· Provide peer support/sharing knowledge and best practice to colleagues, either directly or indirectly, as an experienced team member.
Organisational Citizenship
· Commitment to University strategy and values  
· Commitment to Continuous Professional Development appropriate to role/discipline.
· Responsible for co-operating and complying with University and local policies, procedures and processes.
· Any other tasks appropriate to the post and in line with School/Department/University requirements.

	Core Qualifications/Knowledge/Skills/Experience

	· A degree and/or post graduate or professional qualification in a relevant subject and/or broad vocational experience acquired through job related vocational training and considerable on the job experience
· Experience of giving detailed specialised/professional advice and guidance to others
· Detailed operational knowledge of systems/equipment relevant to role
· Comprehensive knowledge and experience of relevant specialised area
· Experience of using initiative and judgement to resolve daily problems independently
· IT literacy
· Strong interpersonal and influencing skills
· Appropriate analytical and problem solving skills
· Ability to assess and organise resources and plan/progress work activities
· Proactively engaged in continuing professional development/training to keep knowledge and skills set relevant and up to date.
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