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Job Description - Careers and Higher Education Adviser (part-time)
International College
Background Information

St. Clare’s, Oxford is an international, coeducational college with a mission “To advance international education and understanding”, something it has been doing successfully since its foundation in 1953.

The mission is integral to the ethos of the college and provides an intellectual and philosophical focus for its activities.  There are, for example, students from over 45 countries studying at St. Clare’s, all but a small proportion of whom live in College houses.  

Candidates are encouraged to spend time looking at the College website on www.stclares.ac.uk which provides a huge amount of information; in particular, applicants are advised to familiarise themselves with the University pathways programmes at http://www.stclares.ac.uk/universitypathways#.U3zZActwZdg.   
The Careers and Higher Education Advisor (CHEA) is primarily responsible for providing guidance or counselling to international students. In particular, the CHEA oversees and provides careers education and guidance and university preparation for students on the one year University Foundation Course and on other courses based at the International College.  
Duties & Responsibilities
The CHEA at the International College:
· Takes responsibility for and provides impartial careers and higher education guidance to students on the University Foundation Course and other courses students based at the International College.
· Designs and delivers workshops, activities and services to meet career planning and higher education needs;
· Establishes a good rapport with a diverse group of students, identifying individual needs and providing appropriate advice;
· Provides support and guidance to students completing applications and personal statements, letters of motivation, specifics tests (for e.g., GMAT) and C.V.s;

· Maintains detailed notes of discussions/meetings with students about their plans; 

· Checks and oversees college references and ensures submission of applications

· Utilises digital information and contributes to the maintenance and development of CHE intranet;
· Contributes to destination monitoring and reporting for quality assurance and inspection purposes;

· Prepares the International College’s CHE reports for governors and senior managers;

· Liaises with personal tutors and teachers  about students’ academic progress/potential and students’ plans for the future; 

· Attends and contributes to meetings with academic and senior staff and annual external exam board meeting; 

· Develops and maintains relations with universities, explaining courses as needed; following up with universities after submission of final results;  arranging at least one visit to a university each academic year;

· Liaises with the IB CHEA and the US counsellor;

· Reports  to the course director for academic programmes, providing regular statistical updates;

· When appropriate meets with parents and/or agents to discuss the provision of CHE;

· Undertakes training to further develop understanding and skills appropriate for the post;

· Undertakes tasks related to the role as requested by the course director for academic programmes.
Person Specification

You will be working with a diverse group of students from a wide range of nationalities for whom English is a second language. The students also vary according to levels of academic and linguistic achievement and potential. Therefore, the successful applicant will have demonstrated the following:
	Education and qualifications

	· A degree (any discipline) and/or Level 4 qualification in Advice and Guidance, or Dip CG, QCG. 

	Knowledge, skills and experience

	· Confidence and familiarity with higher education preparation and application systems in the UK in particular and the EU and other countries.

	· A careers service background working within the FE or HE sector.

	Personal skills and attributes

	· Highly literate;  adept at writing clearly and accurately.

	· The ability to communicate effectively with staff across the college; deliver careers and HE related classes to students; and liaise with admissions officers within the FE and HE sector.

	· Excellent IT skills.

	· The ability to establish rapport with a diverse group of students, identify individual needs and advise appropriately. 



	· Passionate about working in the careers service within HE advice sector. 

	· Excellent time- management skills and the ability to work under pressure, either autonomously or as a member of a team.

	· Self-confidence and able to act as an effective representative for the college.


Outline Terms and Conditions

1. This is a part time position. The work will be to a total of 90 days, which will be unevenly distributed during the academic year with the focus on the autumn and early spring and again in July.  Normally, the CHEA is likely to work 2 or 3 days each week in those periods within normal working hour’s i.e., 9.00am to 17.00 pm, Monday to Friday. However, days and hours will be agreed with the course director for academic programmes. 

2. Starting annual salary will be £36,840 to £41,631 p.a. pro rata. 

3. The probationary period is six months, during which time there is a one week notice period on either side.  Thereafter notice is three months on either side.

4. Pro-rated holiday entitlement is 17.5 working days per year inclusive of the normal public holidays and the period over Christmas when the College is closed, which should be taken during College vacations and at the employer’s convenience. 

5. Work at times over the normal hours of employment, can be taken as time off in lieu (TOIL) by agreement with the course director for academic programmes. 

6. All accumulated TOIL must be taken within three calendar months of the TOIL being earned.

7. A contributory pension is offered through the College’s group personal pension scheme or an existing personal pension scheme. In all cases the employer pays double the contribution of the employee, up to a maximum of 10% of gross salary. Employee contributions above 5% may be made but do not attract employer contribution

8. Death-in-service benefit is four times annual salary.

9. A free lunch is provided in the College dining room or The Sugar House café on working days. 
10. The College operates a childcare voucher scheme.
References and checks
All offers of employment and contracts are issued subject to satisfactory references and satisfactory outcomes on completion of all necessary checks, including criminal records and establishing the right to work in the UK. In some cases some or all of these checks will have been undertaken before an offer is made. Taking up employment will be subject to the satisfactory completion of all necessary procedures. 

Under the National Minimum Standards for Boarding Schools, we are required to follow the guidance in Safeguarding Children and Safer Recruitment in Education) and undertake additional checks on all employees:

· Full written references, and phone references on quoted referees, including current employer, may be obtained before or after interview.  On occasion, further information may be sought in writing, by phone or by other means.  By providing details of previous employment, it is assumed that the employee/prospective employee has given consent for this contact, and no specific consent of the employee/prospective employee will be sought.  You should indicate specifically if you wish St. Clare's to refrain from contacting your current employer. References from friends or relatives will not be accepted.

· The College reserves the right to make contact with any previous employer and to make any additional enquiries it considers necessary in order to meet its responsibilities in relation to employment of people working with students who are under the age of 18 or vulnerable adults.  This is to establish the reason for leaving the position.
· Police checks / Disclosure and Barring Service checks will also be undertaken, for which employees / prospective employees are required to provide information and consent. A Certificate of Good Conduct may also be required if you have recently returned to the UK having spent more than 6 months abroad.
· Satisfactory completion of a health questionnaire.

The interview process will include some testing of key attributes.

HOW TO APPLY

Applications must be made using the College’s standard non-teaching application form, which can be found on the College’s website at www.stclares.ac.uk/Jobs   Applications should be accompanied by a CV and submitted by email to recruitment@stclares.ac.uk.

Alternatively, send to:
Recruitment
Human Resources Department
St Clare’s, Oxford
139 Banbury Road
Oxford OX2 7AL
Tel: 01865 552031

Deadline for applications is 4.30 pm on Friday 20th June 2014
                       Interviews will take place at St. Clare’s, Oxford on Friday 27th June 2014

St. Clare’s, Oxford is a registered charity (No: 294085) for the advancement of international education and understanding.
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