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JOB DESCRIPTION 

 
Langley Park School for Girls is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff to share this commitment. 
 

 
Title:  Careers Advisor 
 

Schools are complex organisations designed to support the learning of our young 
people. The better the education they receive, the greater their life chances and 
choices they will have.  All young people deserve a world class education. This is 
only possible when everyone within a school works as part of a team, regardless of 
their role, to support the creation of effective and inspiring teaching & learning 
experiences. 
 
Duties and Responsibilities 

1. To lead elements of the Sixth Form Destinations Programme including 
alternatives to University, widening participation, apprenticeships, gap 
year schemes, work experience and interview skills 

2. To develop a wide range of opportunities for students to work with industry 
professionals. 

3. To develop careers education as part of the PSHCE curriculum. 
4. To develop the profile of careers through the LPGS VLE and social media 

accounts. 
5. To build a careers curriculum that confidently meets the Gatsby 

Benchmarks and tracks student participation. 
6. To manage Futures Education and UCAS through Unifrog. 
7. Interview people one-to-one or in small groups to discuss career or 

education options. 
8. Identify skills gaps and how to deal with them. 
9. Help young people to draw up action plans for employment, education and 

training and support them to achieve their goals. 
10. Research careers, options and support organisations to meet people’s 

needs. 
11. Advise people on how to source relevant training courses or qualifications 

and what funding might be available. 
12. Provide advice on CV, applications, job hunting and interview techniques. 
13. Run small group sessions or larger presentations on all aspects of careers 

work and topics related to personal development. 
14. Help people to understand the current job market. 
15. Liaise and negotiate with other organisations on behalf of people. 

16. Use IT for administrative tasks, such as recording interactions with and 
tracking clients. 

17. Use computer-aided guidance packages, skills assessment tools, career 
planners, psychometric tests and personal inventories. 

18. Write careers literature or source information products from elsewhere for 
use within the service. 

19. Plan and organise careers fairs and events. 
20. To contribute to relevant evening events as outlined in the school calendar. 
21. Keep up to date with labour market information, legislation, and 

professional and academic developments in careers education and build 
relationships with key contributors e.g. by visiting employers, training 
providers and training events run by educational and professional bodies. 

22. Manage a caseload of clients. 
 

 
Skills 

1. A high level of communication and listening skills. 

2. The ability to motivate and build rapport with people. 
3. Flexibility and adaptability 
4. An empathetic, non-judgemental and ethical approach. 
5. The ability to work individually or as part of a team. 
6. The ability to manage your own caseload. 
7. The capability to work under pressure. 
8. Organisational skills. 
9. Problem-solving skills. 
10. Familiarity with information technology. 
11. You pass the disclosure and barring service checks. 

 

Postholder: 
 

Date appointed: 
 

Date appointed to this Post: 
 

Date of this Job Description 
June 2020 
 

Salary Point: 
NJC Scale 5 Pt 11 

 
Hours: 
36 hours per week / 38 weeks per 
year 
 

Immediately responsible to: 
Assistant Headteacher 
 

Important Relationships: 
 

Job Purpose: 
 

To support young people in 
planning for their futures and 
ensuring they are equipped to 
make the transition 
successfully 
 
To ensure efficient and 
professional administrative 
support. 
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General 
1. To comply with the school’s Health and Safety Policy. 
2. To undertake any other duties as may reasonably be required. 

 

 

 
Agreed and signed  

 
Postholder .................................................  Date .................................... 

 

Headteacher .................................................  Date .................................... 


