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Post Title


Careers Adviser
Locations


Orkney
Job Status


Fixed term until March 2011
Salary



£25,000 (pro rata)
Grade



Level 4
Hours



Part Time- 21 hours per week
Reports to 


Team Leader
Ref



JW10 028
Business Principles

· Always keep a clear focus on our customers and be responsive to their needs;

· Be innovative and flexible in the design and delivery of our services to meet customer needs;

· Contribute fully to public service reform, demonstrating a commitment to delivering excellent public services;

· Work to achieve benefits of national scale whilst improving local and regional delivery – recognising that local, regional and national approaches can all contribute to successful outcomes;

· Be ambitious and adaptable, willing to seek new solutions which will provide real benefits for individuals and employers;

· Consistently strive to maximise the public value to be gained from all of our assets, local, regional and national; 

· Develop partnership working that helps establish a more cohesive system for skills development and skills utilisation for the people of Scotland.

Job Purpose and Scope

Working alongside other stakeholders and partners, Skills Development Scotland has a central contribution to make in delivering the governments priorities for action within ‘Skills for Scotland’ – developing people, assisting employers and helping to improve the accessibility and coherence of learning and training opportunities.

Careers Advisers are part of the front line multi-disciplinary team that ensures that SDS delivers services directly to our customers and partners. You will have the ability to carry out professional careers duties with reference to appropriate procedures/ guidelines, precedents and best practice. The ability to work in a team environment, be flexible, innovative and capable of influencing others in addition to working with the minimum of guidance in delivering objectives is also required.

Major Tasks and Responsibilities

The Careers Adviser will work as part of a multi-disciplinary team within their locality to provide frontline services to customers and will be responsible for: 
· Promote the Operating Model to school staff and partners in the community and fully implement the Operating Model within schools, centres and community settings;
· Work towards effective delivery of Operating Plan objectives and service standards as set out in the Operating Model; 
· Provide appropriate confidential, impartial and realistic advice and guidance to clients whether in or out of learning or employment, including written action plans where necessary.  Utilise computer assisted guidance methods.  Offer additional support to clients identified as facing barriers or requiring further help in obtaining and sustaining opportunities in employment, education and training;
· Negotiate with Educational Institutions and contribute to their employability, career and labour market information and career education and guidance provision in line with SDS Objectives;
· Contribute to strategic planning and policy development, including provision of relevant summaries and report trends to senior management to facilitate decision making;
· Manage the administration process associated with these activities, deal with general client correspondence and highlight to senior management any issues that require their attention.  Maintain records of client and customer contacts;
· Ensure the recording of all work with clients and customers is accurate, complete and timeously entered into appropriate systems.  Contribute to Performance Management Framework;
· Participate, as a team member, in cross-functional projects.  Take responsibility for various aspects of cross-functional projects, offering advice and practical working solutions as appropriate.


This list is not exhaustive nor is it complete; as SDS develops in line with customer requirements many additional activities will take place and will be delivered through the operations team.
Person Specification

Personal Qualities
· Outgoing with good standards of communication

· Self motivated and able to work on their own and within a team environment;

· Committed to reflective practice; 

· Empathy with customer group;
· Customer focussed;

· Ability to work within a variety of environments including schools, colleges, outreach etc;

· Committed to continuous improvement and professional development

Technical Knowledge/Experience

· Qualified in Career Guidance;

· A knowledge and understanding of how SDS contribute to the achievement of the Skills for Scotland Strategy;

· A knowledge and understanding of current and emerging models and approaches for supporting and enabling clients in their career management and skills development;

· Knowledge and experience of working with young people, including methods of engaging clients;

· Effective presentation and communication skills;

· Experience of working with and engaging other partner agencies and intermediaries;

· Excellent networking and negotiation skills;

· Knowledge and understanding of emerging practices in the development of career guidance including career management skills;

· Ability to deliver SDS products and services through a range of delivery channels including web and Customer Contact Services;

· Knowledge of using management information systems and associated reports
· Ability to plan and self evaluate own workload
· A driving licence and own transportation is essential for this role. 
Closing date: 9th September 2010 
Please email a copy of your CV to sds_hr_admin@sds.co.uk  

For any queries, please contact HR admin on: 0141 228 7302
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