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	Careers Centre



The Careers Centre’s purpose is to educate, inspire and empower our students to equip them with the lifelong career management and enterprise skills they need to create meaningful and fulfilling careers, whatever their ambitions. 

We offer horizon-broadening opportunities and challenging experiences alongside professional information, advice and guidance to allow all our students to explore who they are and what makes them curious; focus their plans and ambitions; and feel empowered to act to successfully realise those ambitions.

The main emphases in service delivery are on meeting student wants and needs to the fullest degree possible; to take advantage of delivering services through best use of technology, and to work ever more closely with academic schools in a joint endeavour to improve the employability and destination outcomes of our diverse and international cohort of students. 

The job description for this role is attached below.
	Job Description




	Job Title: Employability Experiences Manager
School/Unit: Careers Centre
Reporting to: Karen Hall, Assistant Director (Opportunities)
Job Family: Managerial, Specialist & Administrative

	Working Hours:  Full time / 36.25 hours per week
Grade/Salary Range: Grade 6 / £36,333 - £ 43,155 per annum (From 1 August 2023: £37,099 - £44,263 pa)
Reference No: AD8908RNB 

Start Date: As soon as possible
Interview Date: 15th June 2023


	Main Purpose of Role


The purpose of this post is to develop employability and mentoring programmes, whilst maintaining and growing relationships with employers and alumni to the benefit of our students. The successful candidate will be self-motivated and full of initiative with a passion for: student work experiences, entrepreneurship and overall student enterprise. 
	Key Duties and Responsibilities


1. Your role will primarily be to establish and build relationships with corporate contacts and alumni to   increase internships and work experiences globally. This growth will be aligned to our Careers registration and Graduate Outcome data so a proven ability to analyse and make recommendations accordingly is key.
2. Overall responsibility for internship and work experience programmes. Working with the team to grow these programmes and look for areas of opportunity. Reporting into and working with the Assistant Director (Opportunities) to ensure these initiatives are sustainable and scalable. 
3. Directly responsible for our Employability Experiences Coordinator who they will work closely with on all objectives.
4. Implement student engagement tracking for programmes, working closely with the Operations manager on finance, to effectively respond to labour market forces and embed a flexibility to all programmes.
5. Develop and grow bespoke programmes for cohorts aligned to employers’ needs and delivered by employers and alumni.
6. Develop and grow next steps from programmes in partnership with employers and alumni including the offer of internships, work shadowing and overall work experiences.
7. Work with the Entrepreneurship Centre, CEED and all relevant Units to have clear and visible signposting in place as students’ progress through University.
8. Work with Development to shape a volunteer programme to facilitate above but also support the growth of our service.
9. Assume strategic and operational responsibility for marketing, delivering, and shaping all work experience programmes on campus.
10. Responsible for mentoring engagement and programmes with alumni worldwide.

11. Have knowledge of the UK visa process and options for students wishing to stay in the UK after graduation and recommend how, concerning experiences, we can work effectively with students and employers to both of their benefits.
12. Analyse data monthly and quarterly on labour market forces
13. In all areas of work, proactively identify opportunities to improve our whole service to ensure excellent customer service and continuous improvement.
14. Support the institutional embedding of employability as an accepted part of the University culture by responding creatively to challenges, taking the initiative, and seeking new ways to engage academic and professional staff and students in employability.
15. Maintain a thorough knowledge and understanding of a wide range of employers, occupations, recruitment procedures, labour market trends etc. to provide a high quality, informed service to our customers; this includes visiting and maintaining links with graduate employers and recruiters. Anticipate and adapt to trends and predictions in the world of work to ensure our services are relevant to current and future needs.
16. Organise, host and facilitate a range of events and activities including some that could be in the evenings or at weekends 
17. Use initiative and creativity to devise and manage employability related projects, for the benefit of students, the Centre, the university, and the profession.
18. Participate in marketing activities for Careers and Employability Services and the university through attendance at events and open days
19. Actively participate with regional and national partners in information exchange e.g. AGCAS.
20. Undertaking whatever training is needed to be able to perform in the role at a high level of quality.
21. Taking on whatever other reasonable duties may be required.

 
Special Requirements: 


The person appointed will need to be willing to work flexible hours at times to accommodate time differences with other countries. 

Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  
	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  
	Attributes 
	Essential
	Desirable 
	Means of Assessment



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 

	Degree level
	
	Application

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Knowledge and experience of Work Experience and Internship programming within Higher Education, Enterprise and Entrepreneurship 
Proven experience of establishing team objectives and goals alongside overseeing, training and advising team members 


	Worked with students within employability in Higher education
Experienced in programme delivery and marketing -preferably in a commercial setting


	Application, interview, presentation
HR Management Task

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Analytical, especially with regard to data sets

High level communication skills, including presentation skills and report writing
The ability to formulate strategy that makes best use of human/physical resources, and which is aligned to a clear sense of vision and purpose

Initiative and innovation to creatively solve problems
Persuasive skills

Flexibility

Social networking presence and competence

Well organised

IT literate, especially with databases and Microsoft Teams
Team worker

Results and target driven


	
	Application, interview, presentation


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short-listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short-listing, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other Information  


Interviews will be held on 15th June 2023
We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref: AD8908RNB
Equality, diversity and inclusion are at the heart of the St Andrews experience.  We strive to create a fair and inclusive culture demonstrated through our commitment to diversity awards (Athena Swan, Carer Positive, LGBT Charter, Race Charters and Stonewall). We celebrate diversity by promoting profiles of BAME, LGBTIQ+ staff and supporting networks including the Staff BAME Network; Staff with Disabilities Network; Staff LGBTIQ+ Network; and the Staff Parents & Carers Network.  Full details available online: https://www.st-andrews.ac.uk/hr/edi/
The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s environmental sustainability strategy, committing the University to reach net-zero by 2035. 

You are required to engage with the technology, systems and communication channels necessary for you to undertake your work and must update your personal details via HR Self Service whenever there is a change. 

Employees with staff management responsibilities must familiarize themselves with appropriate policies. 

	Who Are We? St Andrews At a Glance   


· The third oldest university in the English-speaking world
· Ranked top UK university in the Guardian Guide 2023
· Ranked 2nd in the UK in the Times and Sunday Times Good University Guide 2023 
· Named University of the Year in 2020, St Andrews is also top in the UK for student satisfaction.

· Research-intensive, more than 88% of research carried out by the University of St Andrews is world-leading or internationally excellent (Research Excellence Framework 2021).

· Athena SWAN Bronze Award holder
· Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible
· More than 10,000 students and 3000 staff

· Highly international – more than 30% of students and staff are from outwith the UK

· A non-campus university, closely integrated with the ancient town of St Andrews

· Top quality sports, music and nursery facilities for staff and students 

	University of St Andrews



Founded in the 15th century, St Andrews is Scotland’s first university and the third oldest in the English-speaking world. The University of St Andrews is one of Europe’s most research-intensive seats of learning. It is one of the top-rated universities in Europe for research, teaching quality, and student satisfaction. 

Today, under the leadership of Principal and Vice-Chancellor Professor Dame Sally Mapstone FRSE, the University’s strategy is to broaden its global influence, with a focus on diversity, building a culture of entrepreneurship, research excellence, and social responsibility. 

St Andrews is committed to broadening our digital education, enhancing the experience of our on-campus students, while bringing a St Andrews education to much wider global community.

The University of St Andrews is world-leading, with a responsibility to integrate sustainability within our University strategy.  From climate science and sustainable development to energy ethics and grass-roots level action across all our communities in which we operate, sustainability is at the heart of all we do. World-leading research on sustainability is taking place across the breadth of the University with researchers addressing key questions on the defining issue of our generation.

The University has set an ambitious target of carbon net zero by 2035, ten years ahead of the Scottish Government’s 2045 target.

St Andrews is ranked as the top university in the UK in The Guardian Guide 2023, and Scottish University of the Year, top in Scotland and second in the UK in The Times and Sunday Times University Guide 2023.

