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Appointment Information
Careers Advisor - 
Student Pastoral Support O�cer



 

Dear prospective applicant, 

In the top 12% of schools nationally, Crown Hills Community College blends a 70-year history of inclusive education 
with an innovative, forward-looking approach to providing a state education like no other to 1,500 students from 
inner city backgrounds.

The School now seeks to appoint an exceptional individual to work alongside the Assistant Principal for Personal 
Development and the Careers Lead to support the Careers provision. 

To be successful, the appointee will have excellent organisation and analytical skills. You will be smart, hungry and 
humble.

You need to have the emotional intelligence to be able to communicate with di�erent groups of people in a            
dynamic environment, which is a key part of the role.

Like every position in the world of work, there will be elements that you have to learn and understand, especially if 
you do not come from the world of education, but you need to be willing and able to learn. If you are from within 
education, you will need to understand our school and our systems.

We welcome applications from those with both non-educational and educational backgrounds across the private, 
public and third sectors. 

How we lead is as important as the direction we are taking sta� in. We therefore work extremely hard to ensure that 
we support our sta� and take their well-being seriously.

Our mission is simple, we want every student to be the best that they can be, thrive in the best possible career and 
contribute positively to society.

You will see from our site that our three key values permeate all that we do and have allowed us to grow from 
strength to strength:
                                 Aspiration  - Be the best you can be    
                                 Commitment  - Do what it takes for as long as it takes   
                                 Success   - Be ready to take on the world

As Principal, it has always been my philosophy to grow and nurture new talent so that we create the next generation 
of leaders, it is something that I have done throughout my career, and this role will support the successful individual 
on their journey.

If you would like to make a di�erence to students from deprived backgrounds we would love to hear from you.
 



Yours sincerely, 

Mr F Adam

(Principal)           

*All appointments will be subject to references and pre-employment checks.

We are looking for the role to start as soon as possible so that there is a su�cient handover with the current post 
holder.

Deadline for applicants is 9am Monday 24th January  jamey@crownhills.leicester.sch.uk

Interviews are likely to be held on Friday 4th February 



JOB DESCRIPTION

College:         Crown Hills Community College

Reports to: SSQ

11-16 Maintained

Grade: Full time Salary - £20,092 - £21,748
Actual Salary - £7,032.20 - £7,611.80

Job Title: Student/Pastoral Support O�cer/Careers

Term:  15 hours per week/term time. 

Job Purpose Summary:
To support our Careers Lead to provide an impartial point where students can gain advice, guidance and help in 
understanding various types and options available relating to post school opportunities, careers or further          
education.

Main Duties/Key Tasks:
• To develop, organise and maintain e�cient systems that underpin the e�ectiveness of the service
• To develop and foster good relationships with employment, advice and service organisations.
• To organise own workload in a methodical, e�cient and logical manner and ensure that the supporting 
team members are given appropriate tasks and deadlines
• To provide relevant management and monitoring information/reports for the school and it’s leadership 
team
• To implement and promote Leicester City Council's and the school/college’s policies and procedures 
relating to all areas of employment and service delivery



RESPONSIBILITIES & OBJECTIVE:
Support Careers lead:
• to meet potential school leavers supporting and advising them through application, interview and testing 
processes and with any software or internet facilities. (in partnership with outside agencies, LEBC, Connexions to 
support our large numbers)
• Support year 9 options process by arranging appointments with the careers lead
• To co-ordinates speci�c trips related to Career learning
• To co-ordinate and run speci�c events within school related to Career learning 
• To work with & liaise with outside agencies, e.g. for support, employment, further education, etc.
• To work with Careers and Enterprise partner to establish and maintain employer links to facilitate employer 
engagement.
• To provide and manages an accessible library of career and post-school literature, software tools and 
internet sites and any other associated resources (inc website updates, newsletters, social media)
• To disseminate and shares information with a range of audiences, both internal and external and develops 
and delivers training to school sta� and other schools/partners.
• To compile, monitor and provide regular statistical and management information reports. Inc NEET and 
Compass+ and evidence for career mark revalidation
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Literacy and numeracy su�cient to perform the job tasks.

Quali�cation/Formal Training in Careers Advice or similar or 
equivalent knowledge gained through practical experience

Knowledge of current career based legislation, guidelines, etc. 
su�cient to give advice to school leadership team, sta�, 
parents/carers and external agencies

Awareness of careers advice and post-school issues.

Experience of delivering careers advice to young people and 
their parent/carers including those who are vulnerable or 
have special needs

Experience of using Word Processing, Spreadsheet, E-Mail, 
Internet applications for own and others use and to produce 
statistical/ progress information reports

Experience of using careers advice and skills/personal assess-
ment tools/software packages

Experience of organising work experience placements and/or 
�nding suitable providers
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OTHER CONDITIONS 

EQUAL OPPORTUNITIES 

Must be able to recognise discrimination in its many forms 
and be willing to put the Council’s Equality policies into 
practice.

Willing and able to deal with people professionally at all 
levels and from a variety of backgrounds.

Able to prioritise own workload and to work unsupervised if 
necessary.

Willing and able to keep up-to-date with legislation, guide-
lines, new/best practice and study or train for further skills 
and quali�cations needed for the role.

Must satisfy relevant pre-employment checks.

Willing and able to travel to other locations within the 
city/community areas and occasionally further a-�eld.

Willing and able to work /occasionally outside normal school 
hours, e.g. for meetings, conferences, open evenings, exhibi-
tions, etc.

Willing  and able   to   participate   in   induction   training,  
sta�   review   process   and   professional development 
opportunities.

This post will involve contact with vulnerable groups (children, 
young people and/or adults) and is therefore exempt from the 
Rehabilitation of O�enders Act 1974 and subject to an 
Enhanced Criminal Records Bureau (CRB) Disclosure check.  This 
exemption means that applicants for this post are required to 
declare all criminal convictions, cautions, reprimands and 
bind-overs both spent and unspent in their application, regard-
less of the passage of time. 


