	JOB DESCRIPTION 



	JOB TITLE
	Careers and Employability Consultant

	REPORTING LINE
	Head of Careers

	KEY INTERNAL CONTACTS
	Students, Employability Team, Academics, Students Union

	KEY EXTERNAL CONTACTS
	Alumni and employers, industry bodies

	OVERALL JOB PURPOSE
	To provide comprehensive careers and employability advice to students and alumni, supporting them in developing essential employability skills, securing meaningful work experience, and obtaining graduate-level employment. Collaborate with key academic staff to integrate employability into the curriculum, ensuring that our courses are informed by employer needs and effectively prepare students for the world of work.


	KEY RESPONSIBILITIES
	· Provide careers and employability coaching, advice, and training to students and graduates, both individually and in groups.

· Plan and deliver initiatives to meet the aims and objectives of the university's institutional strategies.

· Create and deliver engaging, tailored employability and career development skills training sessions within and outside of the curriculum, based on the diverse needs of the students and aligned with employer skills requirements.

· Organise and support internal and external employability events, including but not limited to careers fairs, industry expert speakers, external visits, networking, and employer-led seminars.

· Record and monitor student engagement and service provision, providing statistical analysis and reports regularly to ensure delivery is mapped against agreed strategy targets.

· Design and develop digital and online resources.

· Promote the careers service and engage stakeholders via social media.

· Lead on specific projects as required.



	EDUCATIONAL REQUIREMENTS
	ESSENTIAL

· Degree and/or relevant professional qualification at degree level (e.g., Qualification in Careers Guidance (QCG), Recruitment, Coaching, or similar).

Desirable:

· Honours degree in a subject area aligned to the ARUL academic portfolio.

· Master’s qualification in career development.

· Teaching qualification



	EXPERIENCE REQUIREMENTS
	Essential:

· Appropriate level of careers and employability experience (e.g., working in a graduate careers advisory service or graduate recruitment).

· Experience of delivering effective training or career development workshops to groups of various sizes and demographics.

· Evidence of recent CPD relevant to the role.

Desirable:

· Experience in a graduate careers and employability service, preferably in higher education.

· Experience of working in graduate recruitment.

· Experience of designing physical and digital employability resources.



	KNOWLEDGE/SKILLS
	Essential:

· Excellent knowledge of careers advice.

· Excellent knowledge of the graduate employment market.

· Excellent written and oral communication skills.

· IT literate with sound knowledge of MS Office, conducting internet research, online databases, and digital resources.

· Professional and well-organised, with excellent attention to detail and a flexible approach to work.

· Ability to work effectively as an individual and as part of a team.

· Student-centred approach, with enthusiasm for transformative higher education.

· Ability to enthuse and facilitate students’ access to graduate careers.

· Awareness of Equality and Diversity issues that may affect student and graduate recruitment.

· Knowledge of current regional and national graduate employment trends.

· Ability to address priorities and meet deadlines.

· Ability to work collaboratively with team members across the university to share information, make connections, and improve the support we deliver.

Desirable:

· Knowledge of the higher education sector, culture, and structures

 

	OTHER
	Essential:

· A positive approach, always looking for the potential in each student.

· Willingness to travel between locations.

· Commitment to equality and diversity.

· Adaptability and flexibility to support students and cover events and activities during evenings and Saturdays on occasions.

· Commitment to comply with Health and Safety regulations and Policies and Procedures.

· Commitment to comply with Data Protection Act 2018 and GDPR principles/requirements.




