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Job Description

	Job title:
	MSc Careers Manager

	Department/Faculty:
	School of Management

	Grade:
	Grade 7

	Location:
	10 East 1.24


	Purpose of the job:

	ABOUT THE SCHOOL OF MANAGEMENT

The School of Management (SoM) operates its Professional Services (PS) through a set of teams, each of which is focused upon a distinct SoM function. Within this structure, the Dean’s Office is a central hub that coordinates and supports PS delivery to align with SoM strategy. Each team is comprised of a range of differentiated roles to reflect functional specialisms as well as the scale and breadth of responsibilities held. Within each team, more senior roles reflect not only greater and broader responsibilities, but also contributions to the strategic leadership of the team’s work.

ABOUT THE EMPLOYABILITY FUNCTION

Outside the Dean’s Office, the Employability team leads and delivers the SoM’s strategically-aligned provision of a range of activities that support student employability and academic exchanges. A long-established strength of the SoM that lies at the heart of its reputation for educational excellence, the employability team’s delivery to our students includes the provision of placement opportunities that fit with, and build towards, each student’s career aspirations, support during placement and individualised careers guidance for Undergraduate and Masters students. The provision of both career guidance and relevant, career-building placement opportunities that span diverse roles at a broad range of organisations, the team must maintain a wealth of detailed knowledge of established and emergent features of the employment market – not only across industrial sectors but also internationally. The employability function also manages student exchange and study abroad opportunities with other HE institutions although only aimed at UG students. Consistent with this, the PS staff in the Employability team work collaboratively with academics in roles that carry responsibilities relating to teaching and learning (e.g. the Associate Dean for Education, the Director of Teaching for Undergraduate Programmes, the Director of Teaching for Postgraduate Programmes, and the Directors of Studies for SoM programmes and International Exchanges). 

The Employability team is structured into three sub-teams to reflect its delivery of three distinct SoM functions: Placements (which relates to a range of activities that source, provide and support opportunities for student placements); Careers (which relates to a range of activities that provide SoM students with careers guidance tailored to individual skill profiles and career aspirations); and Student exchanges (which relates to activities enabling student to undertake academic exchange opportunities with national and international HE institutions).

ABOUT THE ROLE OF HEAD OF MSc CAREERS

Reporting to the Head of Employability, the MSc Careers Manager is responsible for day-to-day running of the MSc Careers team by overseeing its activities and contributing to its strategic leadership. Here, excellence in delivery requires extensive PS support and expertise that tailors careers support and guidance to the distinctive needs and aspirations of the SoM’s MSc graduates. Built upon detailed knowledge of the career progression landscape for MSc graduates and an ability to work collaboratively with students to explore varied opportunities, MSc Careers provides comprehensive, up-to-date, individualised careers guidance and support across the SoM’s highly differentiated MSc programmes. The post-holder works collaboratively with academics in roles that carry responsibilities relating to careers support for the SoM’s MSc students (e.g. the Associate Dean for Education, the Director of Teaching for Postgraduate Programmes, and the Directors of Studies for the SoM’s MSc programmes). 

 


	Source and nature of management provided 

	Responsible to the Head of Employability


	Staff management responsibility

	Line management of MSc Careers Team, currently 4 team members


	Special conditions:

	The role will require the need to attend events out-side normal working hours and to travel both domestically and internationally when required

	Duties and responsibilities

	· To manage the MSc Careers Team design, manage and deliver careers support including elements of credit-bearing and co-curricular experiential learning activities to enhance employability
· Develop understanding of changing student and employer requirements and use that to continually refine and improve career support and employability offerings.  To lead acquisition of information and feedback on employer recruitment processes particularly to reflect the origin of our students.

· Close liaison with University Careers Service and other external agencies and organisations is essential.

A detailed breakdown of responsibilities is outlined in sections below. 



	As Head of MSc Careers

· Responsibility for leading the team to ensure a highly professional service is provided for all MSc students, which enhances their careers and in turn helps to attract high quality applicants across all courses.
· To support with the design and delivery of a career development programme of events and interactions tailored to the needs of each MSc course
· To provide strategic input and advice for the Director of Teaching Postgraduate regarding future programme design and content in relation to achieving the best possible student outcomes.

· To manage student expectations and ensure they receive adequate support to develop a bespoke post-graduation job search strategy.

· To develop relationships with alumni and corporate contacts to contribute to experiential learning activities and the career development programme.
· Support various committees with post-course employment data and analysis.

· Support the MSc Recruitment and Admissions teams by attending events, developing pre-arrival resources and information, to recruit high quality and student cohort

	Line Management of Staff

· Provide direction for staff to undertake their roles effectively, signposting to services, other staff or teams & departments

· Ensure communication from the senior management team is communicated in good time to the team

· Ensure all staff have annual appraisals (SDPR, personal and professional reviews) linked to the strategic objectives of the School of Management

· Lead team meetings and provide consistent communications

· Support staff requests for annual leave whilst ensuring the operational needs of the MSc Careers Team are covered

· Provide an inclusive and supportive team environment, where staff feel able to suggest changes and ask for development opportunities without fear of repercussions

· Recruitment of staff into the team as required 

	Career Development Programme

· Lead the development of School-based MSc Career Development Programme of activities to enhance employability skills by working with employers, School colleagues, the University’s Careers Service and other external organisations. 

· Lead the team to deliver effective and timely individual career guidance, and group workshops to support students with their job search strategy and to develop life-long career management tools.

· Ensure the MSc Careers team has the latest information and knowledge of recruitment processes and trends 

· Negotiate with Directors of Studies to identify effective integrated programmes with all the School’s MSc programmes of study.

· Manage budget and ensure activities come within the budget allocated.

· Utilise existing School staff, alumni and corporate contacts to recruit speakers, experts and trainers to deliver elements of the Career Development Programme and other events.  

· Develop Key Performance Indictors to assess effectiveness and impact of career related activities e.g. undertake needs analysis, evaluation, including surveying students, of training activities to ensure intended outcomes have been achieved. Develop programme in response to feedback and labour market developments.

· Actively develop network of peers and professional organisations to keep abreast of labour market changes in the UK, Europe and internationally, reflecting the MSc student intake.

· Design, manage and actively lead development of Employability related documentation including brochure, website and VLE pages.  Actively develop online career resources and services to facilitate e-learning.

· Provide careers support for MSc alumni for three years after graduation and liaise with Alumni teams to support events and activities.

	Careers guidance, information and research
· Support School’s Employability strategy specifically for MSc students, sharing good practice and resources with other teams within the School (e.g. Alumni, MBA and undergraduate teams) where appropriate 

· Deliver one-to-one and group advisory support to help students develop, refine and implement an appropriate and realistic job search strategy. Ensure additional support is provided to students when required.

· Develop current knowledge of employability skill requirements across the world through networking with international graduate recruiters, professional bodies, School’s contacts and University’s Careers Service.  Disseminate to appropriate students through database of advertisements of opportunities, or to interest groups or on one-to-one basis.

· Design themed career events to respond to primary career interests of the School’s MSc students.

	Employer liaison

· Manage the MSc Careers Team to source experiential learning activities which are credit bearing e.g. Practicums, Practice Track projects, industrial dissertations and internships.

· Manage the planning and delivery of co-curricular activities which enhance employability and the student experience. 

· Conduct regular reviews and feedback of experiential learning to ensure initiatives are meeting employers’ and students’ needs. 

· Promote the School and MSc students to international recruiters, developing graduate opportunities in the UK and internationally. Work in collaboration with MBA Careers and Alumni team members and others in the School to proactively develop relationships with new recruiters, drive connectivity to the marketplace and generate job opportunities.  An emphasis on growth of international opportunities is required across Europe and internationally. 

· Initiate, plan and manage events and activities to engage current and new employers including alumni panels.

· Liaise with recruiters to keep current with experience/skill/talent requirements and hiring needs, particularly in countries on which students are focused.

· Develop, and then manage, initiatives, to provide experiential learning activities such as the Business Immersion Week and other work-based learning activities. Liaison with industrial partners, alumni, External Relations contacts and recruiters is required.

	General

· Develop an understanding of the School’s vision of the student learning experience. Contribute to the School’s strategy development in respect to aspects of the overall student learning experience.

· Represent the School at appropriate University committees.

· Monitor customer service and quality of provision through structured student feedback; adjust provision accordingly.

· Maintain awareness of developments in the careers field and respond with new initiatives and projects.

· Liaise with external bodies and identify specific sources of support appropriate for MSc students

· Inform and coordinate with School of Management staff on career related matters which may impact on marketing and recruitment activities. Develop materials such as Career Destination data to be used in recruitment and marketing.

	The post holder will, from time to time, be required to undertake other duties of a similar nature as may reasonably be required by his/her line manager.  

There may be occasions when the post holder’s role and skill set may be required elsewhere within the School, so flexibility will be essential.
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Person Specification
	Criteria


	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I/T
	R

	Qualifications


	
	
	
	
	

	Good level of general education; educated to Degree level (or equivalent) or above
	(
	
	(
	
	

	Postgraduate degree or professional qualification in a relevant careers discipline or equivalent experience
	(
	
	(
	
	

	A professional training qualification
	
	(
	(
	(
	

	Experience/Knowledge


	
	
	
	
	

	Significant recent experience of careers guidance or careers development learning programmes; this could be in a business or education environment
	(
	
	(
	(
	(

	Extensive experience in designing, writing, delivering and evaluating modules in career development learning and/or employability
	(
	
	(
	(
	

	Experience of working with international or post-graduate students 
	(
	
	
	(
	

	Good understanding of the graduate labour market and the recruitment and selection processes, preferably with an understanding of labour markets overseas.
	(
	
	(
	(
	

	Proven cultural sensitivity & awareness to deal appropriately with international organisations & individuals  
	(
	
	(
	(
	

	Experience of building effective relationships with contacts in companies and/or educational institutions, including those at the highest levels within organisations
	(
	
	(
	(
	


	Criteria


	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I/T
	R

	Prior experience of working in an academically focused role in higher education.  Candidates who have not previously worked in higher education will be expected to demonstrate an understanding of, and empathy with, the objectives of a University Management School.
	
	(
	
	(
	

	Experience of managing a team
	(
	
	(
	(
	(

	Proven project management experience 
	(
	
	(
	(
	(

	Skills
	
	
	
	
	

	Evidence of developing and maintaining links with corporate contacts.
	(
	
	(
	(
	

	Excellent guidance and counselling skills for working with students on a one to one basis 
	(
	
	(
	(
	

	Excellent training skills including the ability to both design and deliver innovative and appropriate workshops to large and small groups purposes. 


	(
	
	(
	(
	

	Good understanding of the graduate labour market and the recruitment and selection processes.


	(
	
	(
	(
	

	Good appreciation of the employability agenda within Higher Education.


	(
	
	(
	(
	

	Ability to give presentations to large groups of students and staff.


	(
	
	
	(
	

	Excellent IT skills including word processing and use of databases
	(
	
	(
	(
	

	Problem-solving ability and the ability to stay calm in difficult situations
	(
	
	
	(
	


	Criteria


	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I/T
	R

	Attributes
	
	
	
	
	

	Ability to lead and manage a team communicating effectively with colleagues and external stakeholders

	(
	
	
	(
	(

	Empathetic and friendly approach to students
	(
	
	
	(
	(

	An interest in playing a key part in learning experience and development of students
	(
	
	(
	(
	

	
	(
	
	
	(
	

	An awareness of the expectations of students and an understanding of the need to manage these 
	(
	
	
	(
	

	A passion for careers and supporting

individuals with their development
	(
	
	(
	(
	

	Ability to work independently, be creative

and proactive; Enthusiastic and motivated to work with

ambitious, students from all over

the world.

A friendly, personable approach

A high degree of professionalism


	(
	
	
	(
	

	
	
	
	
	
	


Code: A/F – Application form, I/T – Interview/Test, R - References

