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JOB DESCRIPTION/PERSON SPECIFICATION

Job Title:

Guidance Officer
Responsible to:

School Liaison and Guidance Services Manager
Responsible for: 

To provide a professional, client-focussed information, advice and guidance service pre-entry and on-programme and in doing so make a significant contribution to the recruitment, enrolment, retention, achievement, and positive progression of learners.

1. 
Job Purpose:

1.1
To provide a professional, client-focussed information, advice and guidance service pre-entry and on-programme and in doing so make a significant contribution to the recruitment, enrolment, retention, achievement and positive progression of learners.

2. 
Key Responsibilities: 

2.1

2.2

2.3

2.4

2.5

2.6

Service Delivery
To provide a professional, knowledgeable, friendly, welcoming and responsive learner-focussed service 
To provide a service that supports and facilitates learner participation, attendance, retention, achievement and progression
To work together with the wider Learner Services team to ensure the provision of a professional, high quality, integrated information, advice and guidance service which is accessible and available to all learners
To successfully promote the range of services that are available to learners
To provide a service that is consistent with the requirements of relevant quality standards including the National IAG Matrix Standard, Quality in Careers Standard frameworks and the governments Career Strategy (Gatsby Benchmarks)

3. 
Specific Duties:
3.1 

3.2

3.3

3.4

3.5
Pre-course Information, Advice and Guidance
To contribute to  the provision of pre-course information, advice and guidance including that provided in secondary schools during years 9, 10, 11, 12 and 13 career and progression events and activities
To deliver ‘world of work’ activities to Year 5 and 6 pupils within the College setting
To provide information, advice and guidance including impartial careers guidance, to potential learners through one to one and group activities
To actively promote and encourage recruitment to College courses through participation in internal and external events and activities including College open days and evenings
To contribute to College enrolment activities through the provision of information, advice and guidance services 

On-Programme Information, Advice and Guidance
To provide information, advice and guidance to learners on the availability of support, financial support, welfare and counselling services
To signpost eligible learners to relevant financial support available internally and externally, and support learners in making a successful application for support

External Agencies
To liaise with external agencies including schools, Job Centre Plus, National Careers Service and Youth Support Service to maximise recruitment to College courses
	To liaise with external agencies to maximise the support available to learners and to signpost and refer learners and potential learners to external agencies where appropriate


 Retention
To liaise, with tutors, parents, Heads of Curriculum and other relevant agencies to identify learners that are at risk of leaving, not succeeding or not progressing
To provide information to the School Liaison and Guidance Manager on matters relating to learner retention and to participate in learner retention initiatives. 
to develop and implement, in liaison with tutors, strategies to support at risk learners and to encourage successful completion 

Tutorial Activity
To contribute to learner induction activities to ensure that learners are aware of the range of support, financial support, welfare and counselling services that are available to them
To deliver learner tutorial activities to ensure that learners are aware of the progression opportunities available to them including progression routes to higher education and related admissions and student finance arrangements
	To provide careers guidance to learners of all ages and signpost to a Level 6 advisor for personal guidance support where appropriate

Progression
To provide information, advice and careers guidance on the progression opportunities available to learners
To provide information, advice and guidance to learners on higher education opportunities available to learners and admissions arrangements
To actively encourage positive progression and to support learners exploring progression opportunities available to them

Safeguarding
To act as one of the College’s Deputy Safeguarding Officers, including responding to safeguarding concerns in conjunction with the Safeguarding Lead and Safeguarding and Wellbeing Officer, and providing front-line support and liaising directly with external agencies where required

General
To maintain records and to prepare reports in accordance with College and external body requirements
To contribute to the further development and implementation of effective quality processes across the service
·	To deal professionally with colleagues and external partners as required.
·	To safeguard children and vulnerable adults from harm and to report concerns in accordance with the College’s internal referral arrangements
·	To ensure the confidentiality and security of all the College’s documentation and information.
·	To attend training/refresher courses and meetings as required by the Line Manager
·	To co-operate and take part in the College’s appraisal scheme.
To carry out other such appropriate duties that maybe reasonably required to successfully carry out the role.


4. 
Budget Responsibility:

4.1
The post holder is required to ensure that the areas under their responsibility achieve budget on a monthly/ annual basis. The post holder will be required to observe and comply with the financial regulations of the Partnership at all times.  (if no budget responsibility state “The post has no specific budget responsibility other than the general requirement to ensure that any spending they are responsible for is undertaken in accordance with the Partnership’s purchasing and financial regulations. 


5. 
Continuing Professional Development:

5.1


5.2
The post holder will proactively take part in the Partnership Appraisal (PDR) process and will appraise any staff they are responsible for.

The post holder must undertake all training deemed mandatory by the Partnership (e.g. 
Safeguarding, Equality and Diversity and Health and Safety) and will be expected to attend all 
other relevant training and continuous professional development events. They are responsible 
for their own professional updating


6. 
Health and Safety: 

6.1 
The post holder will be required:

	To take reasonable care to safeguard their own safety and that of others with whom they work;
	To cooperate with designated officers named by the Governors and/or the Principal and any other designated Institute manager to enable the Institute to comply with its obligations under Health and Safety legislation.

Not to interfere with or to misuse anything provided in the interests of health and safety or welfare.
	To report immediately any defects in plant, equipment or the environment


7. 
Equality and Diversity: 

7.1 
The Partnership is committed to the provision of equal opportunities and strives to ensure that unfair discrimination does not occur.  All employees have a duty to ensure unfair discrimination does not occur and to support the implementation of the Partnership’s Equality policy as appropriate.


8. 
Safeguarding Children and Vulnerable Adults: 

8.1 
The Partnership recognises that it has a statutory and moral duty towards safeguarding the welfare of children, young people and, if appropriate, vulnerable adults who participate in any Institute group activities and expects all staff to share this commitment. All safeguarding mandatory training and updating must be undertaken (see 5.2) 


9. 
TEC Partnership Policies and Procedures: 

9.1 
All staff are required to be aware of and comply with all TEC Partnership Policies and Procedures which are accessed via the Virtual Learning Environment.



______________________________________________________________________________________                                                                                                                                                                                             

Note

This job description is current as at the date of your appointment. In discussion with your line manager your post description may be varied at any time to reflect or anticipate changes in or to the post and you may be required to undertake other duties commensurate with the grade of your post.

Please see following page for Person Specification



Qualities
Specific Requirements
E
D
Qualifications and Training

A relevant level 3 qualification or willingness to work towards
Careers education or information, advice and guidance qualification at level 4 or above, or willingness to work towards
ICT qualification
Safeguarding training
	Mental Health First Aid qualification
X

X




X





X
X


Specialist Knowledge







Qualifications and curriculum frameworks and reform
Career progression routes
Relevant quality frameworks including National IAG Matrix Standard, Quality in Careers Standard and the government Career Strategy (Gatsby Benchmarks)
UCAS and higher education entry
Financial support for learners
Safeguarding children and vulnerable adults
	Understanding of the barriers to education for young people and adults
X
X






X


       X


X
X
X


Experience



Recent and relevant experience of providing information, advice and guidance
	Recent and relevant experience of providing careers education guidance
X






X


Skills and Attributes




Strong interpersonal skills, with ability to relate to learners of all ages, staff and other stakeholders
Presentation skills
MS applications including Word, Excel, Outlook and Powerpoint
	Administrative
	Excellent communication skills, both written and verbal
	Client/learner/customer focussed
	Highly effective communicator

Empathetic
Able to work on own initiative and take responsibility
Able to develop effective working relationships
Able to work as a member of a team 
Integrity
Excellent personal presentation/professional
	Resilient
	Personable

Well organised and able to work under pressure, prioritise and work to demanding timescales
	Suitable to work with children, young people and vulnerable adults

X


X

X
X
X
X
X
X
X
X
X
X
X
X
X
X


X
Other


DBS check carried out on appointment
Able to travel between sites
Able to work flexibly to meet the requirements of the post including evenings and Saturdays as required




E



Qualities identified and determined by:
E = Essential	D = Desirable 




