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​Girls’ Day School Trust: Job Description Template​

​Role​ ​Head of Careers​

​Job Purpose​

​Responsible for the delivery of careers education, creation and provision of​
​careers education, advice, information and guidance programme and​
​appropriate resources to pupils to aid and inform them in their choice of​
​career.​
​Organise and undertake careers guidance interviews.​
​Administration of UCAS applications.​

​Accountable to:​ ​Director of Sixth Form​

​Responsible for:​ ​Nil staff​

​Accountabilities​

​1.​ ​Policy/Strategic direction and development​

​a.​ ​Assist the Deputy Head in developing and implementing a policy for​
​the resourcing and management of careers resources to ensure that​
​they effectively support all pupils throughout the school.​

​b.​ ​Keep the careers programme and work-related learning policy under​
​review to ensure that it meets the developing needs of the school​
​community and meets government policy. The Head of Careers will​
​also make recommendations for change and innovation as necessary​
​and will work towards meeting the Quality in Careers Standard.​

​c.​ ​Contribute to relevant whole school and GDST policy development​
​(e.g. ICT strategy, curriculum enrichment, special needs) through​
​membership of appropriate groups, attendance at relevant​
​departmental or senior leadership team meetings, and GDST-wide​
​events.​

​d.​ ​Ensure the school is compliant with the Gatsby Benchmarks through​
​effective planning, delivery and evaluation of provision.​

​2.​ ​Teaching and learning​

​a.​ ​In accordance with agreed policy and financial guidelines, manage​
​and organise resources, facilities and services provided to allow​
​flexible access to careers support.​

​b.​ ​In accordance with agreed policy and financial guidelines, and in​
​consultation with teaching staff, research, select, acquire, organise​
​and advise on careers resources in all formats. With particular​
​emphasis on growing digital learning.​

​c.​ ​Deliver careers education to Y7-13 primarily through assemblies and​
​tutor sessions, including working with visiting speakers and the Head​
​of PHSE. Work with the prep school to ensure the delivery of age​
​appropriate careers topics and events. Collaborate with teaching staff​
​in the planning, development and delivery of sessions if needed to​
​equip students to make effective use of the careers resources​
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​available. Work with faculties and departments regarding curriculum​
​links to careers so that work-related learning is embedded within the​
​School ethos.​

​d.​ ​Encourage the active participation of students and teachers in​
​accessing the full range of facilities available in order to maximise their​
​opportunities, including maximising engagement with employers and​
​employees.​

​e.​ ​Provide guidance, where appropriate, in the use of resource services​
​to ensure that users can make full use of the facilities available.​

​f.​ ​With the Deputy Head (Academic),  support the year 9 GCSE options​
​process, and year 11 options process including liaising with heads of​
​department.  Produce the year 9/11 GCSE/A Level options booklet​
​and deliver careers lessons to year 9 cohort.​

​g.​ ​Assist the Director of Sixth Form to arrange a briefing/evening for​
​potential Oxbridge applicants and prepare and administrate a team of​
​mentors for potential Oxbridge applicants.​

​h.​ ​Liaise with the Examinations and Data Manager to organise required​
​university entrance assessments. Liaise with staff to support student​
​preparation.​

​i.​ ​Oversee the Y10 Big Skies and Y11 post-GCSE Work Experience​
​programme, completing the Health and Safety checks and ensuring​
​that pupils are safeguarded and accounted for and that the hosting​
​employers are suitably equipped for their visit and accountable for​
​their safety.​

​j.​ ​Coordinate UCAS and degree apprenticeship applications in​
​consultation with the Director of Sixth Form.   This includes organising​
​the Higher Education evening for year 12 students and parents;​
​arranging practice interviews for year 13 students in the Autumn term​
​of Y13​

​k.​ ​Working with GDST alumnae personnel, link current pupils to alumnae​
​as needed to support pupils’ research of career options through​
​regular contact and use of LinkedIn but also through the arrangement​
​of events such as​
​-​ ​Speed Networking​
​-​ ​Careers Fair​
​-​ ​SIX+ talks​

​l.​ ​Be available to students on a group or individual basis to discuss​
​GCSE choices, and post 16 / post 18 decisions.​

​m.​ ​Be alert to and promote competitions and industry-specific​
​opportunities for exposure to companies through visits, initiatives and​
​prizes to competitions. Ensure that the careers opportunities to​
​provide insight to labour market are consistent and not solely​
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​restricted to one area. i.e. facilitate balance between STEM and Arts​
​opportunities.​

​n.​ ​Deliver 1:1 careers guidance, or undertake the The Level 6 Career​
​Development Professional apprenticeship and co-ordinate with​
​third-party qualified advisers to deliver 1:1 careers advice to Years 10​
​and 12 annually.​

​3.​ ​Management of resources​

​a.​ ​Prepare an annual careers development plan in line with the overall​
​school strategic development plan.​

​b.​ ​Manage the agreed budget to ensure that resources are maximised,​
​that value for money is obtained, and that overspending does not​
​occur.​

​c.​ ​Review and build the school’s careers resources in collaboration with​
​the Direcor fo Sixth Form and school librarian.​

​d.​ ​Support the Director of Sixth Form to:​
​Disseminate all information re careers and events​
​opportunities, courses and university open days to students.​

​Deliver relevant testing and follow up interviews to support​
​career decisions.​

​Provide information to year 13 regarding accessing student​
​finance.​

​4.​ ​Marketing and external links, including public occasions​

​a.​ ​Promote engagement in careers to the school community​

​b.​ ​Provide opportunities for students (typically year 9 upwards) to​
​research different career areas.  E.g.: by arranging an annual careers​
​evening for students, with representation from a range of appropriate​
​professional specialists.​

​c.​ ​Inform parents of KS4 and KS5 girls of careers issues specific to the​
​year groups (e.g. by means of short presentations and newsletters).​

​d.​ ​Be available at school on A level results day to help students with​
​university applications, and be contactable for the following few days.​

​5.​ ​Training & development of self and others​

​a.​ ​Take responsibility for personal professional development (and that of​
​staff for which responsible, where relevant) to keep up to date with​
​new approaches, facilities and technologies relevant to learning​
​resources as well as ensuring understanding of government guidelines​
​in relation to careers advice and the Gatsby benchmarks.​
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​b.​ ​Maintain a high level of awareness of current trends in university​
​admissions.​

​c.​ ​Ensure continued awareness and understanding of labour market​
​trends and ensure the dissemination of this information to students​
​through careers lessons.​

​d.​ ​Begin to work towards the Level 6 Career Development Professional​
​apprenticeship​

​9. Monitoring, evaluation & assessment​

​a.​ ​Monitor and evaluate the effectiveness of the services provided to​
​ensure the careers programme is meeting the needs of the whole​
​school community and each individual pupil which includes the​
​management and analysis of Unifrog data or a similar program.​

​b.​ ​As required, prepare and present reports for the Head, GSA, GDST​
​SLT, and governors on university entry, etc, or on the operation and​
​effectiveness of the services provided.​

​10. Supporting the work of the GDST​

​a.​ ​Develop strong, positive relationships with GDST colleagues,​
​contribute to collaborative work across GDST Schools and support​
​other staff in participating in GDST work, in order to develop and share​
​best practice.​

​General​
​requirements​

​All school staff are expected to:​

​a.​ ​Work towards and support the school vision and the current​
​school objectives outlined in the School Development Plan.​

​b.​ ​Contribute to the school’s programme of extra-curricular​
​activities.​

​c.​ ​Support and contribute to the school’s responsibility for​
​safeguarding students.​

​d.​ ​Work within the school’s health and safety policy to ensure a​
​safe working environment for staff, students and visitors​

​e.​ ​Work within the GDST’s Diversity Policy to promote equality of​
​opportunity for all students and staff, both current and​
​prospective.​

​f.​ ​Maintain high professional standards of attendance,​
​punctuality, appearance, conduct and positive, courteous​
​relations with students, parents and colleagues.​

​g.​ ​Engage actively in the performance review process.​
​h.​ ​Adhere to policies as set out in the GDST Council Regulations,​

​GDST HUB and GDST circulars.​
​i.​ ​Undertake other reasonable duties related to the job purpose​

​required from time to time.​

​Review and​
​Amendment​

​This job description should be seen as enabling rather than restrictive and will​
​be subject to regular review.​
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​Person Specification​

​Skills Required​
​Excellent written and spoken English​ ​Essential​
​ICT competence at a level to meet the demands of the job​ ​Essential​
​Proven high level of organisational skills​ ​Essential​
​Ability to communicate effectively with all members of the school​
​community​

​Essential​

​Information retrieval skills​ ​Essential​

​Knowledge Base​
​Awareness of current developments in careers and university​
​admissions​

​Essential​

​Awareness of school curriculum​ ​Desirable​

​Qualifications/Attainment​
​Education to Degree Level or equivalent​ ​Desirable​
​Level 6 Diploma in Career Guidance and Development​ ​Desirable​

​Experience​
​Experience of advising young people on career options​ ​Essential​
​Experience of working in a school environment​ ​Desirable​

​Attitude/approach​
​Self-motivated and able to work under own direction​ ​Essential​
​Proactive and imaginative in approach to provision and promotion of​
​library/resource centre services​

​Essential​

​Ability to liaise confidently with teaching staff and other professionals​ ​Essential​
​Ability to work with young people​ ​Essential​
​Ability to remain calm when under pressure and employ tact and​
​diplomacy in difficult/sensitive situations​

​Desirable​
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