   

Careers Lead
       Job Description 


At Southern Education Trust, we are driven by a shared mission of Making Lives Better. We’re a     community of schools built on our values: Kind, Creative and Collaborative, working together                              to help every child - and every colleague – thrive.








	Job Title
	Careers Lead

	School
	Harbour School Dorset

	Grade
	G

	Hours 
	37 hours per week

	Contract
	Permanent, Term Time Only

	Reporting to
	Student Support Lead, Member of the SLT



Purpose of the job

To be responsible for planning, delivering and evaluating a high-quality whole-school careers programme that supports students to understand their options, develop employability skills and make successful transitions into education, training and employment. The role combines strategic leadership with direct guidance for students, particularly those who are vulnerable or have additional needs, working closely with families, employers and external agencies.

Key areas of responsibility 

Strategic Leadership
· Develop and manage a careers programme (Years 5–13) aligned with statutory requirements and Gatsby Benchmarks.
· Lead evaluation, monitoring and improvement of CEIAG provision.
· Contribute to school policies, curriculum planning and staff development related to careers education.

Student Guidance and Support
· Provide impartial careers guidance through 1:1 and group sessions.
· Support vulnerable and SEND students, contributing to EHCP reviews and transition planning.
· Promote equality of opportunity and raise aspirations.
Pathways and Transitions
· Lead the Year 9 options process and support post-16 transitions.
· Provide targeted guidance for alternative pathways.
· Track student destinations and report outcomes to senior leaders.

Work Experience, Stepping Stones and Employer Engagement
· Oversee and evaluate work experience and extended placements.
· Liaise with the Stepping Stones Project team, coordinating placements and monitoring outcomes for targeted students.
· Build partnerships with employers, FE/HE providers and community organisations.
· Coordinate workplace encounters, visits and careers events.

Partnerships and Communication
· Work collaboratively with parents, staff and external agencies.
· Signpost students and families to specialist support where needed.
Systems, Events and Resources
· Manage online careers platforms (e.g. Compass plus, Unifrog/Xello).
· Maintain records, reports and evidence for inspections.
· Lead careers events, resources and promotional activities.


Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 





Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential
	Desirable

	Qualifications & Experience 

	· Experience working with young people or delivering careers guidance.


	· Level 4 NVQ Diploma in Advice and Guidance or willingness to work towards it. 
· Level 6 Diploma in Careers Guidance and Development
· Experience with CEIAG platforms and SEND support.


	Skills & Knowledge

	· Understanding of inclusive practice and careers guidance requirements.
· Good standard of written English and Numeracy
· Ability to respond appropriately to anti-social behaviour, i.e. avoid confrontation, stay calm, non-judgmental
· Ability to work with parents/carers in difficult situations
· Familiarity and basic competency with ICT

	· Knowledge of post-16 pathways and labour market information.









	Personal Qualities 

	· Strong communication, organisation and partnership-working skills
· Share our vision
· Ability to work under pressure and prioritise effectively
· Calm presence 
· Commitment to safeguarding and equality
· Resilience – tomorrow is a new day with new opportunities

	






	Other Factors
	
· Satisfactory Safer Recruitment Checks
· Driving licence and own vehicle with business insurance
· Willingness to work over student lunch hours and in different locations
· Home/School visits
· Escorting students to school/interviews/leisure activities etc
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