
 

 

 
 
 
 
 
 
JOB DESCRIPTION 
 
 

Careers and Employability Adviser  
(Ref:003) 
 
 
 
Section Student Services 
Location: Ipswich (Waterfront) Campus. 
Salary:            Within the range £30,942 - £34,804 per annum  
Grade: 7 
Contract status: Permanent  
Hours of work:  Full Time (37hpw) 
Pension: USS  
Annual Leave entitlement 30 days pa, plus Bank Holidays 
Responsible to: Head of Student Services  
Reports on a day-to-day basis to: Student Opportunity Manager 
 
  

About the Department 
 
This role is fundamental to providing an employability service that supports throughout the 
student journey by providing responsive advice, guidance, education and opportunities that 
contribute to the personal and professional development of students and Alumni. 
 
The University and Student Services department take a holistic approach to the student 
experience and the Careers Services will work in close liaison with other teams such as:  

 Disability, wellbeing and counselling  

 Finance advice 

 International student support 

 Infozone 

 Business development  

 Alumni relations 

 Learning Services 

 Academic departments and colleagues. 
 
 
The department operates at the Ipswich campus, with the exception of the Careers Team 
which provides a peripatetic service to Partner Colleges in Suffolk and Norfolk.  
 
Purpose of the job: 
 
The fundamental purpose of the job is to provide a high-quality Careers and Employability 
service 
that supports the personal and professional development of applicants, students and 
graduates 
to benefit their future careers and aspirations. For illustration, this will be achieved through the 
following activities: 

 Provide high quality advice, guidance and career development learning 

 Source and promote opportunities for students to gain work and work-related 
experience 



 

 

that will benefit future careers 

 Create experiences where students and staff can network and liaise with sectors, 
employers and opportunities 

 Design and deliver programmes, extra-, co-curricular and within curriculum, that are 
underpinned by robust pedagogy for employability 

 Accredit students’ successful engagement with extra-curricular activities and 
achievements through an institutional award 

 Take a lead in supporting the process to embed employability within curriculum, 
supporting our academic colleagues as a critical friend 

 Shape an institutional culture and definition of employability by establishing attributes 
a 
University of Suffolk graduate will develop through their programme and wider 
University 
experience. 
 

The role requires a holistic approach to student life and therefore it is essential that the post-
holder has a good understanding of the diversity of the student population and is able to 
navigate the student experience and broad range of information and processes. 
 
 
Role Outline 
 

 Working as part of a team lead development and delivery of an Employability and Progression 
service for in a Faculty and at designated Partner College(s). 

 As an expert in careers and employability, work collaboratively with academic departments to 
support embedding employability within curriculum.  

 Advise and share knowledge with academic colleagues to support curriculum development of 
pedagogy for employability and proactively contribute to shaping institutional graduate 
attributes  

 Provide highly effective impartial careers advice, guidance and education to students and 
prospective students. 

 Understand the diverse needs of a Higher Education (HE) Widening Participation (WP) 
student population. 

 Develop and deliver a blended extracurricular education programme that can be tailored to the 
specific needs of students and also supports Career Development Learning (CDL). 

 Identify means to recognise and/or accredit student employability development, for example in 
the form of an institutional award.  

 Use technology to deliver services innovatively and to enhance accessibility.  

 Analyse progression data (e.g. Graduate Outcomes) identify factors that impact on student 
progression to support future service development.  

 Develop an excellent knowledge of recruitment campaigns. Collate these opportunities and 
promote to staff/students using a range of communication tools. 

 Support students in their preparation for application, interview, recruitment, employment 
and/or entrepreneurship. 

 Define and implement a strategy for employer engagement to grow and diversify the portfolio 
of internship and employment opportunities, working in collaboration with colleagues across 
the institution  

 Actively engage employers to develop a shared understanding of labour markets and to 
identify opportunities to work together for mutual benefit with University of Suffolk students and 
graduates for example, work experience, employer collaborations, live projects, internships, 
placements or jobs on graduation.  

 Represent University of Suffolk in employment sectors and be a conduit for employers and 
external stakeholders 

 Develop and maintain an overview of placements, work experience and internship activities 
and practices at a programme / course level across University of Suffolk.  



 

 

 Manage online careers content, vacancies service and employer database, ensuring it is up to 
date. 

 Collect and disseminate service data and client feedback to review and assess the quality of 
services and impact. 

 Lead in the development and delivery of an annual programme of events and activities (for 
example: Careers Fairs, Alumni and Employer panel events, guest speakers) to support 
student personal and professional development  

 Contribute to institutional policies and procedures relating to graduate employability. 

 To be aware of, and take action as necessary to comply with, the Institution’s health and 
safety policies and practices, and ensure work placements and internships comply with health 
and safety policies and practices, as well as complying with National Minimum / Living Wage 
legislation 

 Undertake any other duties as may be required by the Student Opportunities Manager / Head 
of Student Services. 

 Research and maintain an active interest in international practise, disseminate information and 
advise of best practice. 

 Analyse annual service data to evaluate impact on student outcomes and engagement with 
the Careers & Employability Services.  

 Develop effective strategies to review the impact and efficacy of services and disseminate 
findings  

 To work flexibly, as out of office hours work may be required. 

 Mange the maintenance and review of appropriate service information, in a variety of formats.  

  Undertake any other duties as may be required by the Head of Student Services. 
 
Selection Criteria 
 
Candidates will be assessed against the following essential/desirable attributes: 
 

 Essential Desirable 

EDUCATION 
AND 

QUALIFICATION
S 

 

 Minimum level 6 qualification in 
careers / coaching / advice or 
equivalent  
e.g. Careers Guidance diploma  

 Teaching qualification or 
equivalent, or a commitment to 
complete within a defined period. 

 

 

 Postgraduate qualification in careers / 
coaching / advice e.g. PG 
Certificate/Diploma. Masters in 
Careers Education, Information, 
Advice and Guidance in Higher 
Education, MA Career Coaching 

 Relevant professional membership 
 

KNOWLEDGE 
AND 

EXPERIENCE 

 Significant experience of providing 
careers advice and guidance to 
individuals. 

 Excellent knowledge of theoretical 
models and their application in 
career education, advice and 
guidance.  

 Able to identify and implement 
advice and guidance strategies 
that will work well in different 
circumstances.  

 Experience of pedagogy for 
employability and career 
development learning 

 Knowledge of institutional awards 
and experience in supporting 

 

 Significant experience of careers 
advice and guidance to Higher 
Education students and Alumni 

 Experience of designing and delivery 
learning for employability, both extra-
curricular and within curriculum  

 Experience of Higher Education 
Achievement Record (HEAR) and of 
designing programmes that can be 
accredited.  

 Knowledge of institutional procedures, 
for example, course design 



 

 

 Essential Desirable 

individuals to undertake and 
achieve them.  

 Excellent IT user with a good 
knowledge of a range of IT 
platforms, social media and/or 
learning environments to engage 
clients. 
 

SKILLS 

 Excellent organisational skills and 
ability to prioritise workloads 

 Able to produce detailed 
documentation for example, 
review of service and 
course/programme records  

 Excellent interpersonal, 
networking and collaborative skills 

 Excellent presentation skills and 
experience of working with groups 
and presenting information online 

 Well-developed verbal and written 
communication skills. 

 Good interpersonal skills to 
develop and maintain effective 
working relationships and forge 
professional links. 

 Ability to analyse problems and 
identify potential solutions. 

 Excellent organisational skills, 
including ability to plan, prioritise 
and manage own workload in a 
fast moving environment. 

 Ability to prepare and deliver 
presentations to large audiences 
clearly and confidently. 
 

 
 

ATTITUDE 

 

 Able to initiate work, prioritise and 
manage time effectively. 

 Proactive and solution-focussed  

 Committed to embracing the 
diversity of the community. 

 An understanding of and 
commitment to Equal Opportunity 
and Health and Safety Policies, 
and the ability to promote this in 
the day to day work of the post. 

 

 

ENQUIRIES 

For specific enquiries about the role please contact Chantalle Hawley, Head of Student Services 
c.hawley@uos.ac.uk 014732 338410  

For general enquiries about applications please contact the HR team (see below). 

Closing date: Friday 27th September 2019, midday    
 

mailto:c.hawley@uos.ac.uk


 

 

Interview date: Wednesday 9th October 2019 
 
Equality, Diversity and Inclusivity 
The University of Suffolk is a diverse and vibrant community and is committed to providing equality of 
opportunity to all staff and students.  Our approach is inclusive; valuing the contribution of every 
member of the institution and the communities we serve.   
 
As users of the Disability Confident scheme, we guarantee to interview all applicants who declare a 
disability and who meet the minimum essential criteria for the vacancy. 
 
FLEXIBLE WORKING 
We consider flexible working requests for all our vacancies.  e.g. adjustments to the working location, 
hours, time, or working on job share basis.   

 
We are a Top 30 Employer for Working Families 2016 and 2017 but we recognise that flexible working 
is not just for parents and carers.  Our inclusive Flexible Working policy is open to all our staff and 
designed to support our people achieve a positive work-life balance, regardless of their personal 
circumstances.  
 
NO SMOKING POLICY 
A no smoking policy operates at all University of Suffolk premises, including the use of electronic 
cigarettes/pipes. 
 
APPLICATIONS 
Please see below for specific instructions on how to apply.  Please note that applicants who fail to 
return all the documents asked for, may be discounted. 

 
To apply for this post: 
 

 Please read the Privacy Notice and Guidance Notes, found on our website. 

 All forms and information can be found on our website http://www.uos.ac.uk/jobs 

 Fill in the Application Cover Sheet and include details of any flexible working request you 
are making 

 Complete the monitoring form  

 Attach your CV and a letter of application setting out clearly how you meet the essential 
and desirable criteria for this post 

 Return them as Word (.doc) attachments by e-mail to: jobs@uos.ac.uk please put the post 
title and reference number in the subject box of your email.  

    If you are unable to email your documents, you may post them to  
 

   The Human Resource Team 
   University of Suffolk 
   Waterfront Building 
   Neptune Quay 
   Ipswich   
   Suffolk 
   UK 
   IP4 1QJ 

 
If you are unable to apply via the website please ask for an application pack from the address above, 
or by phone on 01473 338351. 
 

https://www.uos.ac.uk/sites/default/files/Privacy%20Information%20Notice%20Candidates%20%26%20Applicants%20V1.1%20Aug%2019%20web.pdf
https://www.uos.ac.uk/files/guidance-notes-applicants-april-2019doc
http://www.uos.ac.uk/jobs
mailto:jobs@uos.ac.uk

