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Ashmole Academy 
JOB DESCRIPTION

JOB TITLE:

Careers Co-ordinator
GRADE:

NJC Point 26 -29
PURPOSE OF JOB:


The Careers Co-ordinator provides administrative and organisational support to the Head of Careers, the Year 11 team and the wider careers programme. This role is essential in ensuring the smooth delivery of careers education, guidance, and employer engagement activities, supporting students in making informed decisions about their future pathways.
RESPONSIBLE TO:

The Head Teacher in all matters and to the relevant Head of Faculty or Assistant Headteacher.

EMPLOYMENT DUTIES:

The job description should be considered with due regard to the school's staffing structure and the school's corporate plan.

KEY RESPONSIBILITIES:
Administrative Support: 
· Provide administrative assistance to the Careers Lead including preparing resources, managing correspondence and uploading careers opportunities 
· Maintain accurate and up-to-date records of student career activities, appointments, and destination data. 
· Liaise and book external careers advisor and schedule student appointments. 
· Provide references for Year 11 students applying elsewhere 
· Available on Year 11 results day to support students 
· Assist in tracking student engagement with careers events and guidance sessions 
· Supporting students with using Unifrog  

Event Coordination: 
· Help organise careers events such as careers fairs, employer talks, work experience placements and other careers related events. 
· Liaise with alumni in order to track progress and to attend careers events 
· Liaise with external providers, employers, and guest speakers to confirm arrangements 
· Prepare materials and provide logistical support for events. 
· Work alongside the Careers Lead during event days and during the work experience placements  

Work Experience Support: 
· Assist with the administration of work experience placements, including collecting consent forms, liaising with Sirrond re: health and safety checks, and maintaining placement records. 
· Support the completion of risk assessments and ensure necessary documentation is in place. 
· Arrange for all placements to be checked by staff via telephone or in person visits – sorting allocations manually via our database and Link 2 

Careers Support: 
· Meeting students that require careers advice 
· Supporting students with their applications to colleges or other 6th form schools  
General:
· To undertake such tasks and responsibilities as may from time to time, within reason, be required by the relevant member of the Leadership Team or Head Teacher
· To safeguard and promote the welfare of children

This Job Description is not rigid or exclusive and may be adjusted at any time with the agreement of the Head Teacher to meet the needs of the school.

