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University of Derby Job Description
Job Summary
Job Title
Careers & Employment Adviser
College/Department 
The Registry
Location
1 Devonshire Road, Buxton, SK17 6RY
Job Reference Number
0188-26
Job Grade
ATOS 6
Salary
£32,942 to £36,977 per annum, pro rata (for exceptional performers, there is scope for further progression up to £42,523.55 per annum, pro rata)
Reports To
Careers and Engagement Manager
Line Management Responsibility
No
Job Description and Person Specification
Role Summary
The Careers & Employment Adviser will play a key role in delivering an integrated employability offer, working collaboratively with students, academic teams, the Careers and Employment Service, and employers to create inclusive and innovative opportunities for career development and progression.
The post holder will provide high-quality careers education, information, advice and guidance, supporting students to develop the skills, confidence, and insight needed to succeed in employment, further study, or enterprise. This includes guidance on applications, recruitment processes, and labour market awareness, alongside targeted interventions to improve progression outcomes.
Working in partnership with internal and external stakeholders, the post holder will develop and sustain relationships that create meaningful industry opportunities for students, including placements, projects, and part-time work. The Careers & Employment Adviser will contribute to embedding employability within the curriculum, supporting the delivery of applied learning and industry engagement in line with College Partnership priorities and the wider Careers and Employment Strategy.
Principal Accountabilities
1) Deliver a high-quality, accessible programme of careers and employability support, including one-to-one guidance, workshops, group sessions, and targeted interventions.
2) Maintain a strong and current understanding of labour market trends, outcomes data, and the skills and attributes required for employment, further study, and enterprise, applying this knowledge to inform practice and provide expert advice.
3) Develop and sustain employer partnerships to enhance student opportunities, raise awareness of student talent, and support progression into employment within the region and beyond.
4) Work collaboratively with academic colleagues and students to develop, deliver, and evaluate employability initiatives, contributing to continuous improvement in practice.
5) Engage proactively with targeted student groups to promote opportunities, support applications, and improve progression outcomes.
6) Maintain accurate and up-to-date records of student interactions and progression, contributing to student tracking processes and the effective monitoring of career development.
7) Develop and maintain effective partnerships with academic departments, Professional Services, and the Careers and Employment Service to embed employability within the student experience. 
8) Contribute to monitoring, evaluation, and reporting activities, including progress against targets, outcomes data, labour market insight, and examples of effective practice, to inform service development and performance improvement.
9) Use the CRM system to maintain comprehensive and accurate case records, supporting data-driven practice and contributing to the analysis and reporting of service activity and outcomes.
10) Support the embedding of data and monitoring and evaluation strategies to ensure a cycle of continuous improvement to ensure effective and improved service delivery.
11) Contribute to raising awareness of Student Services within the student population through collaboration with colleagues within the Student Services, professional services and the Colleges. Prepare and deliver a range of advice and guidance sessions at various inductions, Open Day and admissions events throughout the year.
Person Specification
Essential Criteria
Qualifications
· Level 6 Careers Education, Information and Guidance Qualification
Experience
· Experience in careers education & guidance work, or career preparation work with 16+ learners
· Experience of delivering to a wide diversity of students/clients assessing needs and developing interventions  
· Experience of working to achieve targets and measure impact  
· Experience of delivering advice in a one-to-one and group setting, including workshop and/or training delivery  
· Experience and confidence with a range of IT applications including MS Office and a willingness to develop expertise in the use of technology and social media.
· Experience of prioritising and operating to tight deadlines whilst under pressure.
· Experience of safeguarding children and vulnerable adults within an educational setting, including recognising and responding appropriately to concerns
Skills, knowledge & abilities
· Strong understanding of employability attributes and skills, personal development and recruitment processes and the labour market  
· Demonstrate a strong commitment to high-quality, student-centred service delivery, using insight and feedback to evaluate effectiveness and drive continuous improvement
· Deliver consistently high standards of service, embedding a culture of continuous quality improvement and responsiveness to user needs
· Excellent interpersonal skills with the ability to deal sensitively with enquires from a diverse range of individuals and deescalate and manage potentially difficult or conflict situations calmly and with confidence
· Demonstrable evidence of a proactive and positive, student-centred approach and with an understanding of and commitment to the values, aims and objectives of the University
· Strong organisational skills, able to handle competing demands and priorities and remain focused, working autonomously whilst also working successfully in collaboration with colleagues
· The ability to work collegially to engage with a wide range of colleagues/teams at all levels, building relationships and influencing to effectively carry out the role/deliver the services
· Good understanding of issues affecting students and potential barriers to accessing and succeeding in further education
Business requirements
· Ability to work outside of normal working hours (including some evenings and weekends), to support the business during key University events, such as Graduation, Clearing and Open Days.
Benefits
The University of Derby believes in providing choice to our people suited to their needs or life stages. Offering a number of salary sacrifice options, a generous holiday entitlement of XX days plus bank holidays and 4 concessionary days and a host of family friendly policies, mean that splitting your time and finances can be easier. For those with prospective students in the household, we also offer tuition fee support to partners and children and, not forgetting you, we offer financial support for accredited learning. 
Our competitive 'total reward' offering has something for everyone and looks to reward and recognise people in different ways. 
Core to the package is a competitive pay structure and generous public-sector pension schemes. Our pay structure allows for stepped progression in role and is reviewed against the market and, where applicable, awarding national pay awards annually. Further financial support is offered through our Financial Wellbeing Hub, not forgetting our generous pension contributions supporting your retirement fund within our Teachers’ Pension Scheme/Local Government Pension Scheme. 
Wellbeing at Derby features within our benefits options from our Employee Assistance programme through to our eyecare voucher scheme, not to mention the discounted membership for our on-site gym at our Kedleston Road campus. With our Inclusion and Wellbeing Networks, there really is support for everyone.    
We also facilitate ‘Give as You Earn’ options to donate to your preferred charities straight from your pay which enhances the amount your charity receives for your donation. 
At the University of Derby, we celebrate loyalty and achievements through our Staff Excellence Framework be it financially, or non-financially. We aim to foster a culture of boldness and brilliance in our people, and from a simple thank you through to a local awards ceremony, we recognise and celebrate notable achievements of our colleagues.   
For more information on the benefits of working at the University of Derby go to the Benefit pages of our website. 
Our People
The University of Derby is committed to fostering an open, inclusive and diverse community where everyone is treated with dignity, fairness and respect. We are committed to advancing equity, diversity and inclusion regardless of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, race, religion or belief (or none), sex or sexual orientation. 
As a Disability Confident employer, we are committed to inclusive recruitment and welcome requests for adjustments throughout the recruitment process. Applicants may choose their preferred title, including 'Mx', and may share preferred pronouns if they wish. We also use anonymised shortlisting to help reduce the potential impact of unconscious bias. For more information on equity, diversity and inclusion at the University of Derby, please visit our website.  
We are also committed to promoting academic freedom and freedom of speech and expression within the law, in line with our Code of Practice, and value diversity of thought alongside diversity of backgrounds and experiences. 
However you identify, we welcome applications from people whose experiences, perspectives and talents will contribute to our inclusive, supportive and intellectually vibrant community. 


Sensitivity: Internal

image1.png




