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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Children’s Services
	SERVICE GROUP: Employment and Skills

	POST TITLE: Principal Careers Officer
	REPORTS TO: Careers and Transition Manager

	GRADE: SO1
	SAP POSITION NUMBER: 50234116


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To deliver a comprehensive range of impartial information, advice, guidance (IAG), work-related learning, and enterprise activities to support individuals in accessing, sustaining, and progressing into education, employment, or training. This includes delivering one-to-one sessions and leading group-based interventions tailored to client needs.

Key Responsibilities
· Provide personalised, client-centred careers guidance to individuals of varying backgrounds and circumstances, supporting informed choices and promoting positive career development.

· Design and deliver small and large group activities, including workshops and presentations, to enhance employability skills, raise aspirations, and support transitions into further opportunities.

· Engage with employer-led programmes and initiatives to connect clients—both in and out of education—with meaningful employment and work-based learning pathways.

· Manage and maintain a dynamic caseload, ensuring regular communication and proactive follow-up to monitor progress, address barriers, and ensure effective action planning.

· Facilitate access to training, education and support services by signposting or referring clients to appropriate resources.

· Deliver targeted job search support including applications, career development activities and skills development sessions.

· Actively contribute to the ongoing development and promotion of SkillsHouse as an accessible, community-based, all-age careers and employment support hub.

· Lead or support employer and community engagement on behalf of Skillshouse CTE, collaborating with internal teams and external partners to align and complement existing employer engagement strategies.


This role plays a vital part in improving outcomes for local young people by increasing access to employment and career progression. It also contributes to local economic development through strategic partnerships and community collaboration.



	Main Responsibilities of Post: 

	Main Responsibilities of this post:

The post holder will undertake a range of responsibilities aligned with their experience, training, and placement. Duties include, but are not limited to:
· Conduct impartial, personal guidance meetings that challenge and support individuals to make informed, realistic and adaptable career decisions.

· Deliver up-to-date careers advice and guidance on education, training, and employment opportunities, informed by local, regional, and national labour market intelligence.

· Support clients in identifying, accessing and interpreting relevant careers information, including effective use of digital tools, web resources, and social media platforms.

· Provide guidance and practical support through structured employability and career development programmes that reflect individual’s needs.
· Assist in the delivery of CEIAG (Careers Education, Information, Advice, and Guidance) across schools, colleges, employers, and community partnerships, supporting compliance with the Gatsby Benchmarks.

· Monitor and support the progression of students into education, training or employment, including tracking destinations and fulfilling the September Guarantee.
· Manage an active caseload to meet personal and team targets, including NEET reduction, Activity Surveys, and follow-up support through multiple contact methods (e.g., phone, home visits).
· Early identification of young who are at risk of becoming NEET and require additional support, using the risk of NEET indicator (RONI)
· Broker appropriate provision from providers, leveraging existing publicly funded programmes and identifying service gaps to inform future commissioning and service improvement.

· Collaborate with internal teams and external agencies to offer holistic, sustained, and client-focused support, including joint casework where needed.

· Work closely with recruitment and service delivery teams to match employer vacancies with suitable candidates, providing regular employer updates.

· Liaise with specialist services to support clients with additional needs (e.g. young people with special educational needs, looked after children, and other vulnerable groups), including participating in case conferences and multi-agency reviews.

· Maintain accurate and timely electronic records of client interactions, ensuring compliance with contractual, safeguarding, and data protection requirements.

· Build and sustain strong relationships with employers, service providers, and SkillsHouse CTE delivery partners, assessing employer needs and aligning appropriate support.

· Provide flexible service delivery where required from a range of locations depending on client needs.

· Represent SkillsHouse CTE and the Council professionally at events, forums, and partnership meetings, promoting services effectively to a wide range of stakeholders.

· Adhere to all relevant standards and requirements concerning service quality, safeguarding, information governance, and contractual obligations.

· Undertake any additional duties relevant to the post as directed by the Line Manager.



	

	Special Knowledge Requirement: Will be used for shortlisting. Max 10


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet the Advanced threshold level which will be implemented where the post requires a greater level  of sensitive interaction with the public,( e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview:

a) Can express themselves fluently and spontaneously, almost effortlessly

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language 


	x

	Carries out the working practices, procedures and basic operations across a specialist area specifically skills and employment service delivery
	x

	Understands and applies health and safety working practices, including risk in own area of work and or across other areas of work relating to skills and employment service delivery (including safeguarding, etc)
	x

	Uses a wide range of basic computer applications including Microsoft Office and client management databases.
	x

	Knows and understands how to analyse, interpret and present complex information from a variety of sources
	x

	Demonstrates a clear understanding of the local job market, an ability to work with employers to provide training and employment solutions and ensure sustained employment is achieved
	x

	Demonstrates an understanding of the barriers to work and training faced by local residents, working with partners to ensure the needs are met and employability is increased
	x

	Able to promote services to internal and external customers, maximise business potential and exceed customer expectations
	x

	Able to develop partnerships and strong working relationships 
	x

	Demonstrates a good understanding of employment and skills provision 

	x


	Relevant experience requirement: Will be used for shortlisting 


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the advanced threshold level outlined under Special Knowledge above.  


	Good experience of working in a related field. This could include providing professional services working in an educational or employment setting, supporting young people to progress into positive destinations. 


	Recording and managing data using the client management Information database to collect and provide data to support service delivery and performance management

	Relevant professional qualifications requirement: Will be used for shortlisting 


	NVQ Level 6 in Advice and Guidance/equivalent (achieved or near completion)


	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees’ capacity to manage 
their workload and carry out a number of specific tasks accurately and at a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem-Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  


	Working Conditions: 

 

	· Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.
· May be required on occasion to undertake work outside normal office hours, including evenings, weekends and Bank Holidays.

· Must be able to travel to any location in the region. 
· A flexible approach to the work is required
 

	

	Special Conditions: 

	There is a requirement for the post to have recruitment checks 

such as DBS.


	Compiled by: 
Date:
	Grade Assessment Date:


	Post Grade: S01
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