
 
 

Job Description – Associate Careers Adviser (Schools) 
 

Job Title: Associate Careers Adviser  

 

Location: Across Kent & Medway  

Reports to: Senior Careers Adviser - Schools Salary: £15.15 per hour inclusive of holiday 

pay. Must be L6 qualified. 
 

Job Purpose: 

To provide information, advice, guidance and support on a range of opportunities, including 
learning and career options enabling those they work with to overcome barriers to progression.  
To carry out initial assessment process and referral on to local training provision opportunities.  

The post holder will work directly with young people to offer careers guidance and support, 
raise aspirations and help to remove barriers to success.  The role will involve delivery of CXK 

contracts and other ‘bought in’ provision, business development on sales related tasks, and on 
occasions support for wider CXK contract areas. 
 

Main duties and responsibilities: 
 
Delivery: 

 

 Deliver all or part of CXK Contracts with schools, colleges, training providers or other 

institutions.  Take responsibility for the delivery design, implementation and review with 
customer contacts.  

 Develop effective relationships with key stakeholders and customers.  This includes 
agreeing referral processes, reviewing activities and up-selling opportunities for the 
Company  

 Responsible for safeguarding and promoting the welfare of young people by providing 
individual and group IAG. 

 Engage with young people to identify barriers to their progression into education, training 
and ultimately employment. This will include the use of appropriate assessments and 
enabling young people to make good choices and identify progression routes 

 To competently deliver a full range of IAG activities – ranging from 1:2:1, small ‘group’ 
careers guidance, class size groups or large groups/presentations. 

 The ability to complete accurate and timely session plans and delivery plans that are both 
SMART and based on clear and concise learning objectives. 

 Work with and develop support programmes with partner agencies, employers or other 

CXK departments (where required) to engage and inspire young people (i.e. focus days or 
CEIAG events).  

 Develop and maintain an understanding of the role and work of external agencies, service 
providers, employers and training providers.  

 Advisers will be working closely with CXK Intensive Support Advisers, and staff from other 

departments to ensure a maximum breadth of service offer is utilised. 
 Carry out assessments and referrals to other projects 

 A willingness to be involved in the implementation of CAF and to support customers in 
delivery of this work and wider responsibilities that they may wish to purchase from CXK. 



 
 Develop and deliver with partners a range of approaches and motivational programmes, to 

engage young people for example Cyber Baby Programmes, quit smoking packages and 
focus days 

 Effective and accurate management of information, including sharing information in line 

with the Data Protection Act and CXK policies. 
 Develop and maintain a full understanding of government initiatives to help young people 

to make informed choices on the range of learning and employment opportunities and 
provide relevant research and information to clients for example information on  national 

trends 
 To support and undertake tracking, door knocking and data collation. Willingness and the 

skills required to fulfil ‘Intensive Support’ work if required as part of a school contract, and 

in doing so adopt the CXK 6 session approach.  
 

Business Development and cross-contract support 
 
 Accept responsibility for designated areas of service development and marketing to 

increase CXK’s portfolio of services and grow the business (i.e. Carrus/Morrisby/Focus Day 
development/Primary School work) 

 Keep up to date with the CXK service offer. 
 Generate leads from existing clients and market the CXK service offer in a range of 

settings.  Work to business targets as set by management.  These may include retention 

of business, upselling, sourcing new business as well as delivery targets linked to 
performance. the Company with regards to retaining and sourcing new business 

 Contribute to and take responsibility for parts of the School Contracts team Business Plan 
 Develop and maintain personal and professional effectiveness by participation in 

performance review processes/PA observations and by attending relevant working groups, 

training and support activities.   
 Participate in contract meetings as requested  

 Provide operational support for other projects as designated management.  This may 
include residential or project based work. 

 Take an active role in relation to own Personal and Continuous Professional Development 

including attending regular, line manager reviews, appraisal and planning own training and 
development needs through the use of the CPD file and process. 

 Ensure that all policies and procedures that relate to employment and health and safety 
are read and understood.  Policies may be revised for time to time so it is your duty to 
ensure you regularly review policies and procedures.  

 Undertake any other reasonable duties that may be required from time to time.  The 
duties may be changed and/or varied to meet changing circumstances at the discretion of 

Management 
 Due to the nature of work undertaken by CXK there is a requirement of all employees to 

work flexibly across the organisation to support teams and projects as required, including 

working out of hours and weekends where necessary, as well as attending residentials. 
 

The CXK service offer and its co-ordination arrangements will be developing 
substantially in the short to medium term.  This will require all employees to work 

flexibly and creatively to contribute to the establishment of the service.   
 



 
 

 

All appointees will be subject to an enhanced DBS 
Check. 
 
 

Signed by Employee:   ___________________________ 

 
 

Signed by Line Manager: ___________________________ 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 



 
 

Person Specification: Associate Careers Adviser - Schools 
 

 Essential Desirable 

Qualifications and Training 

Qualified or working towards Level 6 in 
Careers Guidance 

X  

Relevant qualification in education, 
training, guidance, counselling, youth and 

community work, health or social service 
work or work in the voluntary sector  

 X 

Education to at least A level standard (or 
equivalent) 

 X 

Maths and English GCSE grade C or above 
(or equivalent) 

X  

A commitment to undertaken all necessary 
training for the role 

X  

Knowledge and Experience 

At least two years’ experience of face-to-face 

work with people in a formal or informal 

setting. E.g. youth work, community 

programmes direct work with young people 

X  

A thorough grasp of the issues affecting people 

particularly the impact of social and economic 

disadvantage on personal motivation, 

confidence and progress through education, 

employment and training 

X  

   

Experience of employment scenario in 
locality  

X  

Confidence in speaking with local 
employers  

X  

Experience of cold calling/telesales to 
generate new business  

X  



 

Experience of working towards targets and 

KPIs 

X  

Proven experience of 

negotiating/winning/closing new business 
– both face to face and over the phone  

X  

Exceptional sales, marketing and 
networking skills 

X  

Personal Skills and Attributes 

High level of organisational skills with good 

time management  

X  

Ability to work constructively as part of a 

team and independently 

X  

Excellent oral and written communication 

skills 

X  

Effectively able to use of IT to include 

Word, Excel, PowerPoint, Outlook, internet 
and social networking sits such as 
Facebook and twitter 

X  

Ability to build effective and professional 
working relationships with young people as 

clients 

X  

Ability to build effective and professional 

relationships with partner agencies and 
organisations 

X  

Ability to effectively evaluate performance 
in light of feedback 

X  

Trustworthy and honest X  

Flexible and adaptable X  

Other  

Ability to work evenings and weekends and 

attend residentials 

X  

Full, clean driving licence and use of a X  



 
vehicle  

No criminal convictions that would affect 
the ability to work with children and young 

people.  All those successful will be subject 
to an enhanced DBS check. 

X  

 


