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JOB FAMILY

	Role Name
	Higher Education Counsellor

	Job Code
	

	Role Summary
	To provide guidance to Senior School students to help them manage their career goals and university/college applications successfully

	Main Accountabilities
	· assist the Head of Careers & Guidance in conducting group sessions and workshops in school to students, parents and staff and take responsibility for presentations on agreed specific destinations 
· organise meetings and presentations with HE representatives 
· take part in HE events within school which may take place after school hours 
· assist in organising visits to HE events outside school
· conduct guidance interviews with students 
· co-ordinate data collection of school leaver destinations 
· maintain contact and communication with HE institutions worldwide 
· co-ordinate the preparation of HE applications to agreed destinations 

· publicise  and promote the resources, advice and guidance available to students in the school 

· assist in maintaining Careers & Guidance resources 

· attend and participate in professional development
· forge good relations with teaching and support staff
· attend school meetings as required

· represent the Careers & Guidance Department in the absence of the Head of Department

	Typical reporting relationship
	Report to Head of Careers & Guidance

	Minimum typical education


	Bachelor’s Degree

	Minimum typical experience
	Previous experience in a guidance, counselling or advisory role

	Core Professional / Technical Competencies required
	Abilities

	
	ICT skills, communication and personal skills, high level of personal organisation, ability to work as a team; ability to use initiative; ability to recognise the need for ongoing professional development

	
	Knowledge

	
	ICT applications; knowledge of HE systems, institutions and application procedures in at least one country which is a major destination for KGV students

	Core Soft / Transferable Competencies required
	Inter-personal communication skills, listening skills; flexibility to respond to changing situations; ability to work under pressure; team-working skills; attention to detail

	Development / Training to support role competencies
	Development activities

	
	To be negotiated as part of the performance management process

	
	Relevant courses

	
	To be negotiated as part of the performance management plan

	Notes: 
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