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Careers Advisor Job Description

	Job Title
	 Careers Advisor

	Responsible to
	Head of Careers, Senior Leader in charge of C.A.S.E (Community, Culture,Careers, Arts, Sport, Education Outside the Classroom)

	Functional Relationships
	Senior Leadership Team, Careers Team, Whanau and Ako Leaders,
Teaching Staff and Support Staff



	Key Areas
	Key Responsibilities

	Leadership and Administration

	1. Work with Teachers/AKO Coaches and Learning Leaders to incorporate career education into learning programmes.
2. Careers teaching resources are developed, appropriate for learning programmes and maintained.
3. Ensure day-to-day management is efficient and supports the effective delivery of careers education.
4. Produce accurate records and detailed budget proposals, and ensure expenditure is within the approved budget.

	Careers education and advice programmes
	1. Develop, implement, and lead the school's career education, advice programmes, transitions within and beyond Rolleston College.
2. Develop and maintain effective partnerships with external businesses, organisations and other educational providers in regards to the school's career education and advice programmes. 
3. Make sure that career and scholarship information is relevant, up to date, and easily accessible for learners and staff.
4. Organise job fairs, career awareness programs, and other career specific workshops and events. This includes coordinating placement and loading of Kamar groups including and not limited to 
a. Career Quests (Year 10), 
b. Transforming Futures Day (Year 10 & 11)
c. Internship days (Year 10 & 11) 
d. Careers Expo and University Visits (Year 12 & 13)
5. Responsibility for and effective management of the STAR and Gateway programmes, associated resources within budget.

	Student Support

	1. Ensure that career information is relevant, up to date and easily accessible to students, staff, parents, caregivers and whanau.
2. Encourage and support parents and whanau to get involved in their children's learning and career planning.
3. Encourage and support learners in their career development including and not limited to
a. Career advice available to all students (individually or in groups).
b. Conduct career advice sessions with learners. 
c. Respond to learner questions regarding career development, exploration and placement procedures.
d. Educate students on job search skills and industry trends to get them prepared for employment.
e. Assist students with applications to hostels, scholarships and courses.
f. Assist students in career placement activities.
4. Identify learners at risk of leaving school unprepared for the transition and together with teaching staff develop learner plans that help prepare these individuals to the workplace or further education/training.

	Other 
Responsibilities

	1. Monitor, evaluate and report on learner numbers, participation rates and enhancements. Including by not limited to
a. Career advisement sessions group or individual
b. Schoolwide career education programmes,
c. Trade academy and or other course enrolments
d. Scholarship offers and uptake
e. Destinations and pathways of school leavers.
2. Attend relevant meetings 
3. Monthly reporting to the Senior Leadership Team and Principal by 5th working day of the month.
4. Any administrative tasks, as delegated by the Director of CASE, are completed in a timely and acceptable manner. 




Qualifications, Training & Experience 
· The position requires a suitably qualified person with a background and experience in Careers Education.   

Desirable Skills and Attributes
· A high degree of professional judgement with the ability to maintain the privacy and confidentiality of individuals and organisations at all times. 
· The proven ability to work as an effective and constructive team member, with a willingness to participate fully in school activities 
· Excellent interpersonal skills, including the ability to listen and liaise effectively across all areas of a school community to achieve successful outcomes 
· Ability to develop and maintain effective and positive relationships with staff and parents from diverse backgrounds 
· Strong organisational ability with demonstrated self-motivation and initiative in goal-setting, prioritising work and managing multiple tasks 
· Ability to proactively develop, promote and implement new and creative processes and systems 
· Strong attention to detail 
· Sound problem-solving skills and proven experience in creating solutions 
· Outstanding verbal and written communication skills 
· Adaptable, trustworthy, reliable with the ability to work independently in an accurate, time-efficient manner, meeting all relevant timeframes and deadlines.
· Able to take the initiative and be proactive.   
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