
 Lord Grey Academy 
Aspire, Learn, Achieve 

 
 

 

 

 
 

INFORMATION FOR CANDIDATES 
 

2017-2018 
 
 
 
 

CAREERS OFFICER 
 
 
 

 
 

“Lord Grey Academy is committed to safeguarding and promoting the welfare of children and 
young people and requires all staff and volunteers to demonstrate this commitment in every 
aspect of their work.” 
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School Motto 
 
 

Aspire, Learn, Achieve 
 

Our Aims 
 

Lord Grey Academy expects you to: 

 Achieve your personal best 

 Contribute and enjoy 

 Value and understand yourself and others 

 Embrace opportunities 

 Learn from mistakes 

 Develop confidence 

 Respect our core values:  
o Be resilient, independent and hardworking;  
o Be kind, caring and positive;  
o Be ambitious, aspirational and determined;  
o Be respectful, helpful and honest. 

 

Lord Grey Academy Mission Statement 
 

‘Lord Grey Academy is a future-driven, aspirational and inclusive school offering 
all learners outstanding social and academic opportunities. Our international, 
national and local community links promote the development of fulfilled and 
successful young people. We aim to maximise learner potential to the highest 
academic levels and to encourage a love of learning that will last a lifetime.  We 
are a high achieving school with an ambition to become an outstanding first 
choice local school ’. 
 

Lord Grey is a “good school”, Ofsted, July 2014  
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Welcome from the Principal 
 
Dear Prospective Applicant/Candidate, 
 
Thank you so much for considering applying to Lord Grey Academy in Bletchley. We are a 
learning community of approximately 1490 students and over 150 staff. Lord Grey is a 
‘good’ school which is totally committed to school improvement and developing the life 
chances of the young people in our care. We are a very inclusive and caring school, with 
aspirations to high academic achievement.  
 
As the Principal, I am very proud to be the leader of such a dynamic and vibrant school. 
This is a school that is really ‘on the up’, we are now striving for outstanding. We are an 
oversubscribed school and have excellent links with our local feeder schools within the 
Bletchley Partnership. We have a positive School Council and our students are bubbly, 
bright and fun. They are, for the most part, very committed to working alongside the staff on 
school improvement.  
 
We have a good Sixth Form and we offer a wide range of Post-16 courses at Level 2 and 
Level 3; we are constantly striving to offer curriculum diversity and to widen our Post-16 
offer.  Ofsted 2014, recognised the Sixth Form as a real area of strength in the academy.  
 
The academy is housed on a large site in West Bletchley, with a mixture of buildings from 
virtually every decade since the 1960s; overall our accommodation is good and our ICT 
provision, across the campus, is very positive.  
 
The staff are compassionate and believe in treating every student as an individual. We 
believe in working in close partnership with parents, other local schools and colleges, the 
Local Authority and local community groups. We have a very supportive Local Governing 
Body and are further developing links with some local businesses and charities. We are part 
of TOVE Learning Trust, as part of their Multi Academy Trust, and we are all very excited to 
be in this family of schools. .  
 
As the Principal, appointed in September 2009, I can tell you that we are determined to 
make Lord Grey Academy an outstanding school.  I believe in creating good young citizens 
and have a firm focus on ‘rights and responsibilities’. We have a set of core values that 
students are asked to keep to and I believe in mutual respect backed up by a rigorous code 
of conduct. 
 
The academy believes in praising young people and celebrating the success of those who 
do well; we have a clear rewards and consequences system and a good vertical pastoral 
system based on Heads of House, to support staff and learners. The academy has an 
excellent programme of staff CPD and we have an outstanding track record in supporting 
staff in career development and training.  We hold the IoE Gold Award for professional 
development.  
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Bletchley itself is the home of ‘Bletchley Park’, where the WW2 ‘Enigma’ code was 
discovered – indeed this site of historical importance and tourist attraction is just a few 
minutes’ walk from the school. Bletchley is a lively town on the outskirts of Milton Keynes, 
and offers plenty of accommodation, good shopping and good rail links to London and 
Birmingham. Milton Keynes is centrally placed with excellent transport links, by both road 
and rail, to the rest of England. MK is one of the fastest growing cities in Europe and has 
superb shopping, many bars and restaurants and a very good theatre. With excellent 
cinemas, Xscape and the Snow Dome, MK Dons and two large ten-pin bowling facilities, 
there is plenty to do in Bletchley and MK. For those who prefer the countryside, there are 
many beautiful Buckinghamshire and Northamptonshire villages on the periphery of 
Bletchley.  
 
Our Ofsted report, July 2014, recognised the brilliant work that we do and we are ‘good’ in 
every category.  The report recognised that good relationships are at the heart of this lovely 
school.  
 
Having read all of this, if you are interested in making an application, we would be delighted 
to hear from you. Come and join us on our journey of school improvement! Lord Grey 
Academy is a school that is really working hard to be a truly great place of learning.  
 
 
Dr Tracey Jones 
Principal 
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Advertisement 
 

LORD GREY ACADEMY 
Principal: Dr Tracey Jones 

 
CAREERS OFFICER 

 
Tove Pay Scale April 2018 Band I (£25,463 - £29,055)  

37 hours per week, 38 term time weeks + 5 training days per annum and 3 further 
additional days during August to support with Examination Results 

 
Pro rata actual annual salary £22,015 pa (based on 37 hours per week)  

 
 
We require from September 2018, a full time or part-time (30 hours per week) Careers Officer.   
 
Training up to a Level 7 Certificate in Career Education is desirable; however the school would be 
able to facilitate putting an exceptionally enthusiastic candidate through the relevant qualifications with 
course fees paid and some remitted time for study. 
 
The successful candidate will be:- 
 

 a strong communicator; 

 caring and empathetic when working with teenagers; 

 focussed on excellent destinations for youngsters; 

 well organised, tenacious, dedicated and confident; 

 an excellent role model for Lord Grey Academy students. 
 
Additional remuneration can be made available to a candidate who can take on up to six hours of 
instructor work at classroom level on our BTEC Level 1/2 Workskills Course, as part of the job. 
 
A candidate information booklet and application form are available on the vacancies section of Lord 
Grey Academy’s website: 
http://www.lordgrey.org.uk/general-information/vacancies/ 
 
Please note the application form is available on the right hand side of the above link.  
 
Completed application form and covering letter should be submitted to Human Resources at Lord 
Grey or emailed to hr@lordgrey.org.uk by 9am on Monday 25th June 2018.  
 
 
Only successfully short listed candidates will be contacted.   
 
The school is committed to safeguarding children. The successful applicant will require an enhanced 
DBS check.  

http://www.lordgrey.org.uk/general-information/vacancies/
mailto:hr@lordgrey.org.uk
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Faculty Information 
 
Dear Colleague, 
 
We are looking for a Careers Officer.  This can be full time or part-time around 30 hours per 
week.  The post holder will be passionate about careers education, clear guidance, independent 
advice to students aged 11-19 and impartial futures’ planning.  He/she will be fully aware of the 
Gatsby Report and current DfE guidance on IICAG work.  The role requires excellent 
interpersonal skills and an affinity for working with teenagers.  There is a Careers Office which is 
spacious and well stocked and access to good ICT.  There is a Careers Administrator to help 
with logistics issues and excellent line management support will be given by the Director of Sixth 
Form. 
 
The job will include:- 

 one to one advice 

 small group advice 

 organising and hosting Careers days and events 

 liaising with Worktree and Develop 

 setting up Work Experience placements 

 leading careers based assemblies 

 supplying careers PowerPoints for our Tutor Time programme 

 advising on online careers programmes 

 helping with UCAS 

 keeping accurate records on destinations at 16, 17 and 18 

 keeping up to date with DfE guidance 

 purchasing materials for the Careers Library 

 putting up displays on careers around the school 

 forging good links with other local schools and colleges, businesses and apprenticeship 
providers 

 supporting students into the Christian Foundation scheme 

 supporting SEND learners with bespoke support and advice 

 attending some parents’ evenings and set piece events 

 organising taster events and expert sessions with guest speakers 

 writing an annual report for governors on Careers Education in Lord Grey Academy 
 
Having read all this, we hope you feel you might want to join our vibrant and friendly school in 
this important role. 
 
Mr D Smith 
Director of Sixth Form 
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JOB DESCRIPTION 
 

POST TITLE: CAREERS OFFICER 
  

JOB PURPOSE 
 
To carry out duties as a Careers Officer to work with individual students aged 11-19, providing 
high quality impartial information, advice and guidance to help people make realistic choices 
about education, training and work and impartial information, advice, advocacy and practical 
support and by brokering the access to services that individuals might need. 

 
PRINCIPAL ACCOUNTABILTIES 

 

 To observe all school policies, procedures and working practices across the three key 
institutions.  

 To strive towards continuous improvement and to foster an enterprising culture. 

 To undertake any other duties which are reasonable within the scope and grade of the post. 

 To ensure the effective implementation of the schools’ Equalities Policies. 

 To contribute towards the delivery of high quality education for all students in each school.  
 
Responsibilities: 
 

1. To provide general high quality impartial information, advice and guidance to students. 
2. To Interview students one to one or in small groups; 
3. To identify student needs using a referral and assessment tool; 
4. To provide information, advice and guidance about a range of issues, such as careers, 

education, employment and training, housing, money, health, employability skills, 
university and college applications, job applications and N.I. issues; 

5. To assist young people to draw up action plans for employment, education and training 
and supporting them to achieve these goals; 

6. To research careers, options and support organisations to meet young people’s needs; 
7. To run small group sessions or larger presentations on all aspects of careers work and 

topics related to personal development; 
8. To liaise and negotiate with other organisations on behalf of young people; 
9. To work with SEN students to help their career profile in terms of their complex learning 

and emotional needs; 
10. To work with families and carers to access and facilitate the young person’s wider 

support network; 
11. To monitor NEET figures and to take responsibility for ensuring NEET data is accurate, 

up to date and that NEETs are followed up and moved on to a suitable pathway 
12. To be available on Sixth Form results days, Year 11 results day and at open evenings, 

presentation/options evenings and careers evenings as relevant; 
13. To use IT for administrative tasks, such as recording interactions with and tracking 

clients (students); 
14. To use computer-aided guidance packages, skills assessment tools, psychometric tests 

and personal inventories; 
15. To plan and organise careers fairs and conventions; 
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16. To keep up to date with labour market information, legislation, and professional and 
academic developments by visiting employers, training providers and training events run 
by educational and professional bodies; 

17. To manage a caseload of students; 
18. To be an advocate for young people; 
19. To keep up-to-date records, in a confidential manner, in line with school guidelines and 

protocols; 
20. To contribute to whole school initiatives and targets, and deliver and/or co-ordinate 

targeted group work, in negotiation with other pastoral staff; 
21. To produce summary reports to Senior Leadership Team, as requested, on caseloads 

and other relevant statistics; 
22. To join in the school’s performance management reviews for support staff on an annual 

basis.  To undertake and relevant and identified CPD; 
23. To make a significant contribution to the planning and organisation and administration of 

Work Experience and Work Related Learning;  
24. To comply with any other reasonable requests from the Headteacher when there are 

exceptional circumstances 
25. To undertake such duties as may from time to time be reasonably assigned by the 

Headteacher 
 
This job profile is a guide to the work that you will initially be required to undertake.  It may be 
altered from time to time to meet changing circumstances.  Staff are expected to carry out any 
reasonable instruction given by the Headteacher or other such authorised person as to allow for 
the effective running of the school.   
 
 
Signature _________________________________________  Date  _____________________ 
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PERSON SPECIFICATION 

CAREERS OFFICER 
 

CRITERIA  E = Essential 
D = Desirable 

 
EXPERIENCE/ 
KNOWLEDGE 

 
Experience of: 

 Two  years or more of working 
with students in a careers advice 
environment  for 11-19  age range 

 

 
 
D 
 
 
 

 
TECHNICAL JOB 
 RELATED SKILLS 

 

 Ability to provide high quality 
impartial information, advice and 
guidance to students 

 Ability to communicate effectively 

 Sound organisational skills 

 Good IT skills 

 
E 
 
 
E 
E 
E 
 

 
PERSONAL JOB 
RELATED SKILLS 

 

 Commitment to professional 
standards 

 Ability to work under pressure 

 Accuracy and attention to detail 

 Confidentiality 

 Team orientated 

 Flexibility and openness to ‘go the 
extra mile’ for students 

 Ability to work in a thoughtful and 
compassionate way with SEN 
students  

 
E 
 
E 
E 
E 
E 
 
E 
 
E 
 

 
EDUCATION/ 
QUALIFICATIONS 

 

 Leve 7 in Careers 

 Degree 

 A Levels 

 Willingness to undertake further 
work related training 

 
D 
D 
E 
E 
 
 

 
OTHER  
REQUIREMENTS 

 

 Willingness to be flexible with 
working hours to respond to 
school’s needs 

 Commitment to uphold the  
School’s Equalities Policy and 
Safeguarding and Child 
Protectiom Policies  

 
E 
 
 
E 
 
 


