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	Job title:	
	Status: 

	Team: School Improvement
	Reports to: Paul Cotier (Michaela Philpot, Heather Stannard)

	
	Direct reports:  None

	Department:  CEIAG
	Departmental budget holder:  No


Position context:
[bookmark: _GoBack]Our purpose: To inspire our family of schools to provide opportunities for our pupils, staff and leaders to be the best they can be; to create a passion for lifelong learning; to enable our pupils to become confident and impactful world citizens. 
Position purpose: 
· To develop a long-term strategy for CEIAG within each school, in partnership with the identified Careers Lead in the relevant school 
· To deliver individual, impartial careers advice to all pupils within each of the school within the trust. To offer support to teachers on how to support pupils CEIAG
· To deliver impartial CIAG activities and sessions to groups of students in each of the school within the trust, including assemblies. 
· To ensure all pupils are fully aware of their post 16 options and beyond and support them in making good choices and completing the specific actions necessary to make these happen, such as application forms.
· To offer support to teachers on how to support pupils CEIAG
· Support those pupils identified as potential NEET in accessing support to guide and coach them to their next education provider(s) 

Position accountabilities:
	Accountability
	Key activities 

	Strategy
	· Develop and enhance provision of Careers Education, Information, Advice and Guidance across all schools within the ELAT Trust; primarily working within the three secondary schools. Produce a long-term plan to enable each school to meet their goals for the CEIAG provision for their pupils, keeping parents and staff informed of all information and guidance necessary to support this.
· To be are of and, where appropriate contribute to, the ELAT 3 year plan and strategy

	Planning 
	· Long term plan produced for each school to address their development of CEIAG alongside yearly plans of individual, group and cohort provision of GEIAG.

	Delivery
	· To work one day per week in each ELAT secondary school, with a fourth day flexible between these schools or reaching out to other ELAT partners
· To deliver 121 and group sessions in a planned and effective manner, including assemblies and PTC meetings.
· To prioritise interventions with vulnerable students (PP, LAC etc) 
· To research careers, options pathways and support organisations to meet young people’s needs, feeding back to CEIAG leads
· To use, and where appropriate, establish IT systems for administrative tasks, such as recording interactions with and tracking clients.
· To organise and provide training, guidance and support for school staff so that they are equipped to deliver quality careers programmes
· To complete any statistical returns, where applicable
· To keep abreast of labour market information, legislation, and professional and academic developments

	People Management / Organisational Development 
	· Report to CEIAG lead in each school, with Trust lead as overall line manager. The person appointed will have no direct line management but will need to lead and advise staff as required to help in the delivery of the long term and yearly plan within each school
· To take part in the ELAT Performance Management process

	Information Management and Reporting
	· Report to CEIAG lead in each school, informally each half and formally each term actions carried out and future plans. Produce an annual report on CEIAG within each school; actions completed, targets met and targets for next year.

	Data Protection
	· All staff have a responsibility under the 2018 (GDPR) Data Protection Act to ensure that their activities comply with the Data Protection Principles. Staff should not disclose personal data outside the Trust’s procedures, or use personal data held on others for their own purposes.

	Health and Safety
	· Hold responsibility to avoid action that could threaten the health or safety of themselves, other employees, customers or members of the public.

	Good Citizenship
	· Holds personal accountability in ensuring continual focus on enhancing the staff and pupil experience through actions, words and behaviour. Our pupils are the most important members of our institution and must be treated as such



Key Stakeholders:
Internal: All pupils and staff of ELAT Trust
External: key local and other identified post 16 institutions, CEIAG groups, charities and foundations, NCS, Havering Council, Prospects.

Knowledge, skill and experience requirements 
Essential: Career guidance qualification at level 6 or higher 
English and Maths at Level 2, minimum.
Full driving licence or access to good transport options

Desirable: Experience of delivering CEIAG to 11 – 18 years olds


Key behaviours:
· Demonstrate and role model Trust values which are:

· Passion
· Respect
· Inclusion
· Challenge
· Openness
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