Careers and Professional Practice Advisor
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	School/Department:
	Careers and Employability

	Grade:
	8

	Reports to:
	Careers and Professional Practice Manager

	Responsible for:
	N/A

	
	

	Job Summary and Purpose:

	The Careers & Professional Practice Advisors (CPPAs) work as part of the UCA Creative Futures team to support, develop and prepare Creative Arts graduates for future employment, further study, lifelong learning and a sustainable creative life. 

A varied role that requires excellent internal and external stakeholder management, CPPAs work to deliver an inclusive embedded programme of careers education, information, advice, and guidance that will equip students with the knowledge and skills to be successful in applications for both placements and highly skilled employment on graduation. Whilst you will be the main link CPPA for specific Schools, the CPPA will also support other Schools as and when required and may support any students (UG & PG) and graduates within 1-2-1 appointments outside of curriculum work. 



01	MAIN DUTIES
This professional role will encompass all of the following, but the balance of duties and responsibilities will be determined in agreement with your line manager and the principles of the stated job purpose.
1.1 General Duties 
Careers Education, Information Advice & Guidance for students and graduates
1.1.1. Plan and deliver an embedded programme of careers education within the curriculum that aims to enhance the opportunity for high-level skilled employment, including self-employment and further study. 
1.1.2. Plan and deliver career and employability workshops and presentations supporting Careers Education, Information, Advice and Guidance (CEIAG) delivery and designed to be inclusive and appropriate to students studying courses at both Undergraduate and Postgraduate level.
1.1.3. Facilitate individual careers guidance interviews - both online and face to face, to enable students and recent graduates to assess their achievements abilities, skills and interests to allow them to make well-informed decisions about their future.
1.1.4. Proactively engage with recent graduates by supporting tailored communications, events and call campaigns.
1.1.5. Support the development and relevance of a dedicated careers platform to provide a digital/mobile first service accessible to all students and graduates.
1.1.6. Interpret and present complex information and statistics e.g. Graduate Labour Market Information (LMI), Graduate Outcomes Survey statistics and employment trends to inform curriculum development and new initiatives to support students and new graduates.

Employer Engagement and Placement Management 
1.1.7. Support students enrolled on the Professional Practice Year option to source opportunities, make connections and ultimately be successful in their placement year search.
1.1.8. Engage with industry, developing new contacts and relationships to support student programmes including placements, mentoring and events.
1.1.9. Support placement compliance across both the integrated placement year (PPY) and defined placement modules within allocated departments, maintaining accurate records and databases.
1.1.10. Supporting academic teams to ensure all legal requirements are in place to support work placements, including insurance, health and safety and any other regulatory areas.
1.1.11. Effectively communicating opportunities to students seeking placement opportunities via methods such as targeted email campaigns, newsletters and social media.
1.1.12. Support the development of flagship University events such Graduate Shows to ensure an excellent student and employer experience. 
[bookmark: _Hlk156307019]2 	DUTIES OF ALL STAFF 

[bookmark: _Hlk156312999]2.1 	To undertake such other duties as are within the scope and spirit of the job purpose, the 	job title, and the grade. 

2.2 	Maintain and promote health, safety & wellbeing awareness and commitment within the 	framework of the University's Health, Safety & Wellbeing policy. 

2.3	Take responsibility for health and safety of yourself and others in carrying out the duties 	of the role.  

2.4	To promote equality, diversity and inclusion in your performance of your duties.

2.5	Undertake any other work and hours of work as required to commensurate with the level 	and responsibility of the post. 

2.6	To actively participate in learning and development to meet the requirements of your role 	and the University.  
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	[bookmark: _Hlk109211881]03	SELECTION MATRIX
	Essential
	Desirable
	Used to shortlist

	Qualifications

	1
	Educated to degree level or demonstrate equivalent professional experience
	
	
	

	2
	A Professional careers qualification or equivalent professional experience
	
	
	

	Knowledge & Experience

	3
	Understanding of student employability models within the creative and cultural sector (e.g. freelancing, sole trading, portfolio careers)
	
	
	

	4
	Experience of providing careers and employability support to students and graduates from a range of backgrounds, including international cohorts. 
	
	
	

	5
	Experienced in designing and delivering engaging lectures, seminars and workshops to support student and graduate success- both in-person and online. 
	
	
	

	6
	A clear understanding of external policy drivers and metrics affecting careers services within Higher Education, including the Graduate Outcomes Survey (GOS).
	
	
	

	7
	A track record of providing students and graduates with high quality one to one careers advice and support.
	
	
	

	8
	Experience of building sustainable relationships with external stakeholders to provide employability opportunities for students and graduates.
	
	
	

	9
	A working knowledge of compliance in relation to placement activity including insurance, health and safety and any other regulatory areas.
	
	
	

	10
	Proficient in the use of MS Office programmes including utilising functions such as Mailmerge to improve service efficiency.
	
	
	

	Personal Attributes and Behaviours

	11
	A track record of dealing effectively with difficult situations or confidential matters according to policy and procedures, particularly in reference to student placement activity
	
	
	

	12
	Demonstrates the ability to organise own work, that of others and project-related work.
	
	
	

	13
	Excellent attention to detail, keeping accurate records of activity, including student interactions such as one to one appointments.
	
	
	

	14
	An ability to build and maintain effective working relationships with internal and external stakeholders
	
	
	

	15
	Excellent presentation skills delivering clear and engaging content to stakeholders
	
	
	

	16
	This role is based in Farnham as home campus but the postholder will need to be flexible to be able to travel to other campuses to provide curriculum delivery cover and support events, if required.
	
	
	

	17
	The role may require occasional out of hours or weekend work to support University Open Days and employer networking events.
	
	
	

	
	
	
	
	


Does the role require a DBS? Yes/ NO

1
image1.png
University for the
Creative Arts




image2.png
=N University
mmE for the
Creative Arts





