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	1. Job specifics

	Job Title:
	Careers Advisor

	Reports to:
	Senior Careers Manager

	Location:
	London

	Department:
	Careers

	Vetting Requirement:
	Basic DBS



	2. About the role

	What you’ll be doing
	The role is within the Careers and Employability service, and will provide support to postgraduate and undergraduate students, together with graduates from a wide range of disciplines, enabling them to make informed decisions about their future. Within this role you will be required to develop and maintain a good knowledge of the graduate labour market and key employability trends in different industries so you can best support students. 


	Most challenging aspects of the role 
	To understand student needs and provide support to enhance their employability skills and career planning. To be able to work with international students and understand their needs when it comes to employment in the UK. To be able to react and be proactive quickly to changing demands on the careers service - our priorities do change so easily and we need a candidate who is able to do that. 

	Key Responsibilities
	· Act as an initial point of contact and provide first line support for all enquiries to the Careers Service - whether in person, or email - from students, alumni, employers and faculty.
· Delivery high quality bespoke career guidance appointments to students and graduates to allow them to make informed decisions about their future.
· Create and deliver workshops and group sessions (such as induction/class drop-ins) that are relevant to the scope of this role and the promotion of the Service to the student population and faculty members.
· Help students to access and make the best use of careers resources and online platforms, using effective listening and questioning skills in order to accurately diagnose each student’s need.
· Encourage students to attend workshops and/or a 1:1 appointment with a Careers Advisor based on their careers/employability requirement, managing the booking system to ensure workshops and appointments are resourced effectively.
· Actively develop knowledge of current careers and employability information and trends, and contribute to the updating and production of printed and online resources, under the guidance of the Team Leader.
· Advertise and promote opportunities available to students in relation to employers and employability inc; voluntary, work experience, graduate jobs etc. via monthly newsletter, targeted emails etc.
· Deliver specific projects and activities related to careers, employability that enhance the work of the Careers and Employability Service and the student experience.
· Manage information that is used to promote the Service on digital media such as Facebook, Twitter, LinkedIn etc; and
· Undertake any other activities as may be reasonably requested.

	KPIs & SLAs
	Student satisfaction and outcomes are at the very heart of the Careers and Employability Service. Appropriate KPIs and SLAs will be established in conjunction with the Head of Careers and Employability.


	Key Working Relationships
	Students, Careers Advisors, Senior Careers Manager, Academics and other professional services across QAHE. 



	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	

	Your Experience
	Candidates will be expected to have: 
· Experience in similar or related roles- 2
· Excellent communication and interpersonal skills- 3
· Excellent attention to detail- 3
· Excellent organisational and planning skills- 3
· Excellent written and verbal skills- 3
· Experience in delivering bespoke 1:1 and group sessions both in person and online- 2
· Experience of working with a diverse client group encompassing a broad age-range and from diverse ethnic and cultural backgrounds- 1
· Ability to manage time and workload within agreed timescales and during busy periods- 3
· Capacity to manage projects and work independently with some supervision/ guidance where needed- 2
· Ability to work flexibly and cooperatively within a team-3
· Good IT skills including the ability to navigate different online learning platforms and media communication tools-1
· Initiative and a creative approach to problem solving-2
· Excellent customer service skills and commercial awareness-3
· Confidence and assertiveness-2
· Commitment to maintaining confidentiality, with a full, working knowledge of GDPR-2
· Ability to work closely with other departments and refer students accordingly to other services.-2
· Good listening and empathy skills-3
· Experience of business engagement and stakeholder relationship management to support employability and careers activity in Higher Education-2
· A professional qualification in careers guidance (e.g. QCG, QCD, DipCG, MA in Careers Guidance) or relevant experience in the sector-2


	Your Knowledge
	Candidates will have knowledge of the employability sector, graduate recruitment trends and labour market. Experience in using PowerBi/Canva will be desirable, if not they must be willing to get trained and use those as part of the role. 


	Your Qualifications
	Candidates will ideally a professional qualification in Careers Guidance or relevant work experience in the Career and Employablity sector. Candidates should have a real desire to forge a career in delivering careers and employability guidance to students in higher education. Experience using career related platforms is desirable.


	What you’ll bring to QA
	Knowledge and experience in the careers/employability sector. Passion to support students with their career journey and progression. 



	4. COMMITMENTS & SAFEGUARDING

	QA is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organization, we comply with relevant legislation and best practices in safeguarding and safe recruitment.
 
This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process will be undertaken on successful applicants including: (refine list based on required vetting level) 
· an enhanced disclosure check 
· Child Barring list check (where applicable)
· qualification checks (where applicable)
· online checks 
· medical fitness
· identity and right to work
All applicants will be required to provide two references covering the previous three years and a Criminal Declaration form must be completed and returned ahead of interview.
 
We look forward to welcoming dedicated individuals who share our commitment to safety and well-being.



	5. About QA Higher Education 

	QAHE is a private UK higher education provider working in partnership with UK universities to recruit to and deliver a range of programmes from foundation level to undergraduate and postgraduate degrees. We currently teach over 17,000 students from all over the world. 
Students preparing for undergraduate study. Working professionals looking to specialise in their field. Career changers. Everyone should be given access to outstanding higher education and our aim at QAHE is to make that possible.

We work with our partner universities to offer courses ranging from foundation programmes to postgraduate degrees covering subject areas including Accountancy, Business, Computing, Cyber, Digital Marketing, Events Management, Project Management and Web Development and delivered in city centre locations.
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