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JOB DESCRIPTION

Job Title: Early Careers Specialist
Directorate & Section/Unit: Skills and Employability 
Reporting to: Operational Hub Lead
Responsible for:  
Salary Grade: PO1	
DMA Span of Control (Direct Reports):  None
Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus 	               - Ensure delivery of a high-quality service which meets the needs of     
                 customers
· Can Do Culture  	               - Be proactive to achieve excellence, finding solutions and creative   
                 ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making,                
      ensuring services are responsive.
Purpose of job: 	
The Early Careers Specialist will undertake all duties and responsibilities relating to the effective management of modern school / business caseloads or modern work experience across Worcestershire  The role will involve undertaking consultation / advisory meetings with senior school/college leaders and/or business leaders relating to the implementation of careers education policy which includes risk assessment, change control and achievement of KPIs. They will affect systemic change, maximise impact on our young people, reducing barriers and improving transition into further education/ apprenticeships, employment.
	

Main Activities & Responsibilities:
• Consult with school/college senior leaders, support and advise on systemic changes relating to careers education policy or modern work experience offer. Guiding the development of strategic implementation plans by schools/colleges aligned to the Careers National Framework (Gatsby) and national coordinated actions/national work experience guarantee.
• Support management to shape, implement, quality assure the careers, employability, learning and skills priorities for the city and county aligned to national mandate by accessing a range of complex data systems to analyse, monitor and track performance, KPIs and progress, providing reports to stakeholders e.g. school leaders / the hub team.
• Establish and maintain effective relationships with senior leaders e.g. Headteachers, Chief Executives, HR Directors, College Principals, Governing bodies, locally to inform, influence and ensure the effective systemic change to career education.    
• As the main point of contact/advisor, manage a caseload of schools/college/employers, undertaking analysis of their careers education progress to ensure maximum impact on our young people future education / career.
•Broker multiple relationships by leading and coordinating the systemic partnerships between the senior education leaders, employers and providers with a focus on impact and destination outcomes for young people.
•Organise, attend and chair regular meetings ensuring that the school/college performance in relation to the Gatsby Benchmarks improves in line with DfE directives and address school improvement priorities and student learning outcomes.|
•Ensure completion and review all schools and colleges careers assessments termly and drive Gatsby Benchmark performance by undertaking audits/health checks to ensure all young people benefit from high quality careers education.
•Establish methods of recognising and highlighting systemic best practice to ensure the network is accessing and delivering the most impactful activities, raising the profile of the Careers Hub and engaging through communication and marketing channels including social media. 
•Develop resources, deliver and oversee training to a range of stakeholders locally, (including SLT Careers Leaders, governors, teaching staff, heads of school, businesses), analyse, monitor and evaluate success to support the raising of quality of careers education across the county.
•Chair subgroups of education leaders to ensure peer to peer delivery is undertaken and sharing of best practice
•Recruit local and national employers to support and encourage the development of school engagement in line with the national priorities this includes undertaking DBS checks, induction, scoping, identifying and addressing the needs of skills gaps in line with the Worcestershire Talent and Skills pledge.
•Ensure the relevant documentation is completed and maintained for all projects with appropriate confidentiality and data protection legislation, to support reporting and analysis.
•Any other duties commensurate with the grade of the post and as requested by the line manager and the flexibility to deal with emergencies as they arise.
		

Generic Accountabilities:	

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training

· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job

· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy


Contacts:

     In all contacts the postholder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.
	
	Internal:, Key Officers across all Directorates of the County and District Councils, Councillors from Parish, District and County Councils
	     
	External: Worcestershire LEP, Senior representatives from the business community, Worcestershire Business Central, H&W Chamber of Commerce, Institute of Directors, Worcestershire Training Providers Association, Institute of Apprenticeships , Job Centre Plus, Skills Funding Agency, Further Education Colleges, Training Providers.

Additional Information:	

· The ability to travel throughout the county, including areas where there is limited public transport and be able to reach, including but not limited to, families, young people, internal and external clients and within a timely manner

· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act.
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PERSON SPECIFICATION

Job Title: Early Careers Specialist
Directorate & Section/Unit: Skills and Employability
Salary Grade:  PO1

EXPERIENCE AND KNOWLEDGE: 

It is essential that the post holder has: 

• Significant experience of engaging and building relationships with managers within organisations such as schools, colleges and businesses
• Substantial experience of working within the education or private sector 
• Considerable experience in delivering careers educations and modern work experience.
• Significant experience of target setting and performance/financial management 
• Significant experience of working with the private sector and education sector to ensure that skills provision reflects the current and future needs of the local economy. 
• A sound understanding of the roles the local authority and careers hubs play in relation to schools and careers planning to support the delivery of the national DFE mandate.
• Expert knowledge of the relevant local and national policy relating to skills and economic development and the issues and barriers to employment faced by young people including statutory careers guidance

It is desirable that the post holder has: 

• High degree of political awareness
• Understanding of the challenges faced by schools in delivering careers education

SKILLS AND ABILITIES:

It is essential that the post holder has:

• Excellent negotiating and networking skills
• Ability to influence and implement change
• The ability to lead others to develop solutions to complex issues
• Performance management skills including project management, planning, evaluation and monitoring.
• Excellent communication skills with the ability to communicate ideas, issues, systems and procedures successfully at all levels to a variety of audiences
• Ability to plan and deliver successful presentations to convey key messages and information to a variety of audiences 
• A proven track record of taking a leading role in successfully managing and promoting complex public/private sector relationships
• Ability to manage and deliver projects and to meet tight deadlines
• Proven expertise in impact analysis and assessment with the ability to interpret complex data.
• An Innovative and creative can-do approach to problem solving  
• Proven numeracy skills
• Computer literacy




QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder has:
•	A level 6 qualification such as an Honours degree or equivalent in a relevant subject, ideally in a business linked discipline

ADDITIONAL INFORMATION

It is essential that the post holder has:

• The ability to travel throughout the county at short notice and where public transport may be limited
• The flexibility to work in different parts of the county
• To be able to attend occasional evening and weekend meetings
• An understanding of the need to work flexibly in delivering partnership developments
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