
Non-teaching Post

Job description for the post of: CEIAG and personal development
Coordinator
Grade: E Permanent, fixed term

or temporary?
P Full or part

time?
PT

Actual hours: 32.5 hours per week (Term time) plus 5 days

Staff
responsibility: 0 Number of staff

directly supervised: 0
Line
manager:

Senior Assistant Head Teacher

Main focus of this post:
To provide advice and guidance for pupils in relation to careers
education and 14-19 pathways.
To plan and coordinate CEIAG activities across the school.
To assist with the administration of vocational subjects and courses

Car user? Yes

Core Purpose
To make a full contribution to the school’s core aims:
● Develop our pupils to their full potential, academically, socially and personally; to develop inquiring

minds with an ability to work constructively as individuals and as part of a team.

● Equip our pupils with the fundamental skills of numeracy and literacy; the skills of oral, aural and
visual communication; technological and physical skills; creative and aesthetic skills and the ability to
make informed judgments in social, moral, spiritual and cultural matters.

● Develop an awareness and appreciation of our local community and the needs of its people.

● Help pupils to be aware of the wider community and society in general; this would include the
appreciation and valuing of differences in people within this country, Europe and the wider world.

● Establish a concern for all aspects of equal opportunities. This includes recognition of responsibilities
and respect for others.

● Provide pupils with opportunities to acquire the knowledge, values, attitudes, commitment and skills
needed to protect the environment.

.

Core duties
The description reflects the position at the present time only and may be modified by the Headteacher,
with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and title.



Key duties:
Advice and Guidance

● Responsible for advising young people with accurate, impartial and up to date information and
making appropriate referrals to Head of Year/Learning Mentor/SENDCO/Children’s Services/other
external providers where appropriate.

● Advise senior leaders and governors on appropriate policy, priorities and resources for developing
careers education and guidance.

● Work within the CEIAG Code of Practice and ensure policies relating to CEIAG are up to date and
regularly reviewed.

● Manage an annual budget for CEIAG.
● Develop CEIAG practice in school to reflect national and local initiatives and priorities.
● Represent the school at local CEIAG network meetings and provide updates and feedback as

appropriate.
● Liaise with appropriate providers and agencies to provide CEIAG for pupils.
● Assist pupils with development of key resources, including; Personal Statement and unifrog
● Provide effective and relevant displays/communication via form tutors, pastoral staff and parent

newsletter.
● Work towards maintaining the 8 Gatsby Benchmarks
● Work with the assistant headteacher, staff and pupils to ensure the coordination of PD provision

within school.
● Involvement in Parents’ Evenings as appropriate.
● Liaise with other curriculum areas, e.g. PSHE, Citizenship and other national curriculum areas to

plan and develop appropriate programmes of study.
● Provide support to the Deputy Head, pupils, parents and staff with regards to option choices in Y9.
● Co-ordinate Ribble Valley Schools Partnership (RVSP), including organisation of careers fairs

(BRAG), attendance at termly networking meetings and management of RVSP accounts.

Organisation and development of extra-curricular/enrichment based activities including:
● STEM Club
● Community placements
● Duke of Edinburgh
● Alumni
● University/College visits
● Mock Interviews
● Work Experience
● Industry links/visits

Manage the Work Experience Programme at KS4 to include:
● Liaison with employers.
● Work Experience preparation with pupils.
● Securing placements for pupils
● Ensure all placement providers have adequate H&S and insurance provision.
● Ensure staff visits on placements are scheduled.
● Manage incidents/issues arising during work experience.



School
• To work within school policies and procedures.
• To contribute to the provision of an effective environment for learning.
• To support the promotion of positive relationships with parents and outside agencies.
• To attend skill training and participate in personal/performance development as required.
• To take care for personal and other people's health and safety.
• To be aware of the confidential nature of issues.

Additional
• To provide general administrative support where required.
• To provide relief reception cover including routine telephone enquiries and greeting visitors.
• To respond to routine queries and enquiries.

Note: In addition other duties at no higher level or responsibility may be interchanged with/added to this
list as required.

Prepared by: L Fielden Date: January 2024

Equal opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community
and in our employment arrangements. We expect all employees to understand and promote this
policy in their work.

Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying
out their duties and must help us to apply our general statement of health and safety policy.

Safeguarding Commitment
This school is committed to safeguarding and protecting the welfare of children and young people and
expects all staff and volunteers to share this commitment.


