[image: image1.jpg]The College
“Law





JOB DESCRIPTION

Job Title:

Careers Manager
Role:
Manager / Team Leader

Department:

Careers 
Reporting to:
Head of Business Professionals 
Location:

Birmingham Centre
Direct Reports:
Careers Consultant and Careers Assistant
Main Function of job:

To drive the implementation of the Careers strategy by improving the effectiveness of the students’ engagement with the employment market, and increasing their employment opportunities and prospects.

Organising and managing the departmental operations to ensure the effective delivery of the Careers Service within the Birmingham Centre.

Contribute to the work of the central careers team in monitoring an evaluating the service and informing on the strategic direction of the department.
In addition to the duties and responsibilities listed below, the job holder is required to adopt a flexible approach and to perform other duties assigned by the Director of Employability and Head of Business Professionals
Specific Responsibilities:

1. To provide World-class service to all clients, internal and external, immediate and senior management and other work colleagues.
2. Designing and managing the delivery of, the careers programme in Birmingham in line with the strategic objectives of the central careers plan and of the centre, ensuring quality standards and best practice are adhered to.
3. Ensuring appropriate contribution by the department to wider college initiatives and raising the profile of the department with both students and staff.

4. Managing the members of the careers team; overseeing performance, workloads and allocation of responsibilities so as to ensure adequate staffing levels are maintained in order to provide a professional service to all users.
5. Providing careers advice and guidance through individual one to one appointments, group sessions, email and telephone.
6. Designing and delivering a programme of careers workshops, guidance talks and seminars in relation to the various programmes offered within the Birmingham centre.

7. To establish and manage close links with firms and chambers who are recruiting students for training contracts, pupillage or other legal employment, promoting the vacancy/recruitment services and ensuring employer contribution to events within the College.

8. Ensuring that appropriate records and statistics are kept as required and reporting to the Centre Management team and Director of Employability as required.
9. Raising the profile of the College and Careers Service at events such as Open Days and representing the College at fairs held at universities, schools/colleges and other similar events as part of the Careers programme.

10. Working closely with Pro Bono Manager, ensure that the Birmingham Centre provides a full employability service and programme, with the two areas complementing each other, working together.

Other requirements / Information

Maintain at all times a high standard of confidentiality whilst ensuring all relevant staff are kept fully informed of any issues arising.

In addition to the responsibilities listed above, the job holder may be required to perform other duties as assigned by members of the Operations Board from time to time.

There will be a requirement to work on evenings and occasional weekends Time off in lieu will be restricted to weekends only at single time.  All toil accrued to be taken as agreed in advance with the Head of Business Professionals.

This job description is to be read in conjunction with the relevant Roles and Responsibilities Career Level document.

This job description is correct at January 2012. It may vary in consultation with the post holder to reflect changes within the market place, and the College.

Job holders signature………………………………………………………………..
Date…………
Person Specification

Job Title: Careers Manager               Location: Birmingham
1.
Education

	Essential
	Desirable

	· Degree or equivalent
· Minimum of English and Maths at GCSE Grade C (or equivalent)
	· Professional qualification in Careers Guidance 
· Degree in relevant area eg Law, Business, Careers Guidance, Human Resources


2.
Skills

	Essential
	Desirable

	· Ability to assimilate information 

· quickly

· Excellent client care and people skills

· Confident and personable telephone manner

· Numerate

· IT literate with competence in MS Word, Excel, Powerpoint and the use of databases

· Ability to input data accurately
	


3.
Experience
	Essential
	Desirable

	· Experience of providing a high standard of client care

· Experience of working in a client facing role

· Working within graduate recruitment or careers guidance
· Managing other people, line management
· Knowledge of legal application and selection procedures

· Strong commercial awareness

	· Experience of working in a university or school/college

· Managing projects
· Knowledge of or experience within the legal profession



4.
Specialist Skills, Knowledge and Behaviours
	Essential
	Desirable

	· Excellent oral and written communication skills

· Ability to use initiative 

· Excellent interpersonal skills

· Ability to work as part of a team in a results driven environment
· Ability to prioritise own workload

· Methodical and organised approach

· High attention to detail
· Creative and Innovative
· Ability to maintain discretion and high level of confidentiality

· Reliable and enthusiastic self starter

	· Able to deal calmly with difficult situations


5.
Special Requirements
	Essential
	Desirable

	· Flexibility in working hours will be required to meet demands of the role

· Smart, presentable appearance 
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