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Job Description
	Job Title:
	Careers Consultant

	Faculty/Department:
	Student Development

	Reporting to:
	Head of Careers

	Duration:
	Continuing

	DBS Disclosure requirement:
	N/A

	Vacancy Reference:
	



Details Specific to the Post

Background and Context 
The University of Hull has adopted a new professional service delivery model following extensive consultation with stakeholders from across the University. The majority of professional services are centralised with a hub and spoke model ensuring that that University-level central teams are operating efficiently to enable capacity for growth, are sharing knowledge and best practice to enable a consistent approach and driving continuous improvement. A single professional service culture for the University underpins close partnering and seamless service provision across professional staff in central and Faculty teams.  

The Careers team provide information, advice and guidance to students and recent graduates to develop their career readiness, employability skills and plans to achieve their career aspirations. As well as the design and delivery of a range of other student employability and development initiatives.  

The Careers Service is located in the Student Development directorate of the University’s Academic Services portfolio, which provides services and support to students from the point of application to graduation, as well as teaching administration support to Faculties and Schools. The Academic Services team aims to ensure that students can articulate and achieve their goals, make the most of their time at the University, and access the support they need, when they need it. 

Specific Duties and Responsibilities of the post 
[bookmark: _Hlk171583865]The role plays a vital part in the student experience, the retention of students on programmes and their eventual progression; with a particular focus on positively impacting progression metrics (Graduate Outcome Survey). In addition, the role will also support and contribute to other areas of cross institutional work, including, but not limited to, TEF, REF and APP and in support of related strategies. It is expected that the post holder will continuingly work to ensure professional and outstanding service delivery for the provision of careers information, advice and guidance.  The post holder will be an excellent communicator, building effective working relationships with internal and external stakeholders.
It is expected that the post holder will have designated responsibilities across academic programmes, areas of expertise and specific cohorts (including specialist support for Post Graduate Students, Early Career Graduates etc.).  However, as the workload fluctuates throughout the year, the post holder will need to be agile and support their colleagues and areas of work as required.   
The post-holder will:
· [bookmark: _Hlk171519073]Deliver outstanding, expert and professional careers and employability related education, information, advice and guidance (CEIAG), primarily to students and graduates but also includes other internal and external stakeholders (including local employers and partners). This support should be delivered in a way which is accessible, including one to one and group-based activities and events.
· Ensure that protocols to manage sensitive or critical interactions with students, including the information arising from these interactions, are adhered to, and that all staff have sound knowledge of applicable privacy policy and legislation. This also includes protocols for the management of referrals, guided and assisted transactions, feedback and complaints. 
· Ensure accurate information and appointment outcomes are recorded in the relevant enterprise systems and appropriate follow-up is undertaken. 
· [bookmark: _Hlk171583985]Maintain a high standard of knowledge of the graduate labour market and career developments in the HE sector, via professional membership bodies or other sector wide networks, and share insight into these areas and actively disseminate information across the service and institution;
· [bookmark: _Hlk171519516]Work with other SD teams and directorate leadership, to provide expertise and specialist career consultancy to senior managers and University academic departments (as designated by the Head of Careers) and engaging them in operational discussions regarding the progression of their students/graduates.  
· [bookmark: _Hlk171584167]Collaborate closely with staff responsible for data and intelligence, ensuring service delivery is optimised and is both reactive and proactive.
· Coordinate and lead new projects and initiatives to enhance the student experience and employability.
· When required, effectively motivate, coach and oversee staff to achieve goals.  Provide clear performance expectations, regular feedback and document performance outcomes, ensuring poor performance is addressed and high performance is nurtured.
· Ensure that University policies, codes and regulations are met in the delivery of the service.
· Work collaboratively with the senior management team to ensure optimal efficiency and effectiveness of the service, monitoring workload and demands on the service and recommending actions as required
· Engage effectively with the technology deployed in the Careers team, provide input into the processes and procedures that guide its use, and make recommendations for any improvements.
· Maintain high levels of professional standards and delivery by actively seeking and engaging in continuous CPD (external and internal) activities. 
· [bookmark: _Hlk164079498]Contribute to identifying ways in which the service can enhance the student experience and make recommendations, actively participating in the implementation of new student and Academic Services initiatives.

General
During peak times, there are restrictions on taking leave.
Staff in all areas will be required to support university events such as Open Days, Registration and Graduation Ceremonies.

GENERIC JOB DESCRIPTION
The job duties and responsibilities listed below are intended to describe the general nature of the role.  The duties and responsibilities and the balance between the elements in the role may change or vary over time depending on the specific needs at a specific point in time or due to changing needs in the department.  Candidates should note that there may not be an immediate requirement to carry out all the activities listed below.
Overall Purpose of the Role
The role holder:
Will provide professional advice and/or support, directly or indirectly, to faculty and/or department based upon a full understanding of a professional or specialised area of work
Will have gained a professional qualification (or are working towards) and/or vocational or professional experience 
Will be expected to contribute to longer term developments within the faculty/department by giving advice and specialist support
Will Influence decisions or events by working collaboratively internally and externally to the University
Will evaluate and analyse information and use initiative and creativity to solve non standard problems
May lead a team within the department and/or in project activity and plan, prioritise and monitor to ensure effective use of resources

Main Work Activities
Communication
Provide advice and guidance of a specialist nature to managers, staff, students and visitors
Deliver established presentations to communicate information across Faculty/Dept/University
Attend meetings to report on information/data
Take notes and produce formal minutes at meetings when required
Format and edit publications
Draft formal documentation
Compile procedural manuals and other University documentation 
Write and maintain web pages

Teamwork
May be required to supervise the work of others
Provides advice and guidance to other members of the team 

Liaison and Networking
Proactively develop and maintain internal and external contacts to benefit the University
Participate in networks internally and/or externally  

Service Delivery
Provide specialist administrative support to colleagues including academic and administrative staff 
Develop and manage projects that contribute to improving service delivery
Develop and maintain systems and processes to ensure effective delivery of the service
Contribute to policy development 

Planning and Organisation
Organise and represent the area and University at events 
Plan and monitor the work of others
Co-ordinate departmental processes in conjunction with senior colleagues
Organise, prepare and service committees as appropriate
Contribute to the longer term operational planning of the Faculty/Department

Analysis/Reporting
Analyse qualitative and quantitative data producing draft reports identifying key issues that inform management interventions.  Formulate recommendations and provide advice on the implications of the data

Additionally the post holder will be required to:
Fulfil the employees’ duties described in the University’s health and safety policies and co-operate with the health and safety arrangements in place within the department. May be required to undertake specific health and safety roles on request e.g. Display screen equipment assessor, departmental safety officer, fire warden
Show a commitment to diversity, equal opportunities and anti-discriminatory practices This includes undertaking mandatory equality and diversity training
Comply with University regulations, policies and procedures

COMPETENCY SPECIFICATION
To fulfil your role, you will need certain knowledge, skills and competencies. The following competency specification provides a framework within which your performance will be assessed.  The interview assessment may include, for example, testing on IT skills. 

The Competencies set out below are essential and are core requirements needed to perform the role and any candidate who fails the requirement will not be taken forward for further assessment or to interview.

	Competency
	Identified by

	
Knowledge and Experience 
	

	A relevant degree or professional careers IAG qualification (minimum level 4) and/or experience.

	Application/Interview

	Can demonstrate a full understanding of a professional or specialised area of work in relation to student services

	Application/Interview

	Can demonstrate a full understanding of a professional or specialised area of work relating to careers information, advice and guidance, and/or graduate recruitment.

	Application/Interview

	Can demonstrate up to date knowledge and understanding of the graduate recruitment market.  

	Application/Interview

	Can demonstrate experience of managing projects 

	Application/Interview




Communication (Oral and Written)	Can demonstrate the ability to provide information in a suitable format so that the others’ needs are met and adjusts the level of content to help others understand.		Application/Interview
	
Teamwork and Motivation	Can demonstrate the ability to provide operational leadership. Ensures that all team members understand what is expected of them and distributes work fairly according to ability. Identifies development and training needs of the team.	Application/Interview
	
Liaison and Networking	Can demonstrate the ability to make contact with others to ensure that information is exchanged and circulated appropriately to the right person at the right time.	Application/Interview
	
Service Delivery	Can demonstrate the ability to seek ways to improve and adjust current levels of service. Deals with complaints and initiates contact with customers to obtain their reactions and views about, the service and future needs.	Application/Interview
	
Decision Making	Can demonstrate the ability to consider the impact on the Faculty/Service. Knows where a decision is beyond their responsibility and refers to others.	Application/Interview
	
Planning and Organisation	Can demonstrate the ability to ensure that the work is carried out effectively and that resources are available to meet demand. Identifies the need for further action and resources by monitoring progress.	Application/Interview
	
Initiative and Problem Solving	Can demonstrate the ability to investigate problems to identify their cause, takes action to prevent recurrence of problems and considers possible solutions to identify those which offer wider benefits.	Application/Interview
	
Analysis/Reporting
Can demonstrate the ability to design and use data gathering and analytical methods appropriate for each investigation.  Recognises and accurately interprets patterns and trends.  Recognises when additional data is required and identifies appropriate sources.  Produces reports and identifies key issues and findings.		Teaching and Learning support	Is able to design and adapt content, material and approaches to suit the needs of different learners. Provides guidance and support to groups of learners and individuals to aid their progress. Suggests ways of developing and improving learning events, Makes use of available learning technologies and advances own skills as a teacher, developer and learner		Application/Interview							Application/Interview	
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