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	Description and Person Specification
Academic/Professional Services Staff


	Job title: Industry and Employability Advisor (previously Work Based Learning Officer)

Department: Innovation Industry and Enterprise

Pay Band:  C

Line Manager:  Work based learning and curriculum development Manager


	Role Purpose: 

The role of the Industry and Employability Advisor is to support students in securing Work Based Learning opportunities and their progression into industry employment.

The Industry and Employability Advisor will scope and source Work Based Learning opportunities, including projects, placements and other work-related learning activities. They will proactively develop relationships and networks with local, national and international employers, enhancing industry links to actively contribute to Ravensbourne’s industry and enterprise focus.

By providing effective careers and employability advice, guidance and workshop activities to students, the Industry and Employability Advisors will support students to develop their understanding of the employment landscape and enhance their employability prospects. 

Working alongside academics, internal teams, employers and partner organisations, they will maximise opportunities to engage with industry and support work related learning activities, both inter- and extra-curricular.

As a key member of the Work Based Learning and Careers team, they will contribute their own specialist knowledge and experience of the sector, working collaboratively to achieve the best outcomes for students.


	Duties and Responsibilities:

· To scope and source employers, placements, projects or other work-based learning opportunities for students.

· To undertake industry liaison and networking in order to develop and maintain links with local, national and international companies and employers.

· Planning, co-ordinating and facilitating Work Based Learning and Industry partnered projects for students across courses.

· Planning, facilitating and delivering employability and related workshops, lectures and programmes to prepare students for work based learning and graduate careers, both in course and cross course. These could include interview preparation, soft skills development, enterprise activities, freelancing support.

· Engaging with employers, alumni and industry professionals, in order to plan and facilitate employability and careers events, programmes and speakers. 

· Provide information, advice, guidance and careers support sessions to students through individual and group sessions, coaching, e-guidance and other means as required. 

· Develop and maintain subject specific and general careers resources, including handbooks, advice guides, templates and other relevant information, ensuring it is accessible and up to date on the relevant VLE or other digital repositories.

· Work with academic, professional and operations staff to ensure all contractual paperwork is completed by students, employers and other parties, and that compliance and legal obligations are met.

· To collect and analyse data and feedback from students and industry professionals in order to monitor and contribute to improvement plans, and to ensure that employability skills gaps are addressed.

· To network professionally to ensure that knowledge of policy and practice is up to date.

· Act as a point of contact in relation to employability related services and for students, employers and staff.

· Work collaboratively with colleagues in the department and across the department to ensure that there is a joined up and holistic approach to relevant areas of Innovation, Industry and Enterprise, ensuring a coherent and cohesive approach to industry relationship management.


· Perform other duties consistent with the role as may from time to time be assigned, collaborating fully with others to get the work done and Ravensbourne’s objectives achieved.

Other
· Demonstrate an understanding of Ravensbourne’s values, culture and educational ethos and promote these through everyday practice in the role.
 
· Work within Ravensbourne’s Code of Conduct and other Rules.
 
· Comply with all legislative, regulatory and policy requirements (e.g., Finance, People & Culture) as appropriate.  
 
· Carry out the policies, procedures, and practices of Health & Safety in all aspects of the role.
 
· Demonstrate value and importance of equality and diversity in every aspect of Ravensbourne’s work and show commitment through everyday practice in the role.





	Key working relationships (i.e. titles of roles, both internally and externally, with which this role holder interacts on a regular basis):

Director of Innovation and Enterprise, Partnerships, Start-Up Lab, SEEDS
Course leaders and academic teams.
Work based learning team / industry and employability staff.
Head of work-based learning,
Student Representatives
External Agencies





	Resources Managed 
Budgets: Employability related budgets
Staff: Not at current time.
Other: (e.g. equipment; space) NA


	Person Specification


	Careful consideration should be given as to if a criterion can be fulfilled via transferrable skills and experience, as well as the importance of the right behavioural characteristics. 
Essential criteria - This should provide only what is absolutely necessary and crucial to complete the role, for example if the post holder does not have this skill/experience/characteristic, they could not successfully fulfil the role. 
Desirable - This section details criteria that will enhance the ability of the individual to complete the role, however are not necessary for success. These skills and experience can also be learnt or developed once in post. 
Elements of the headings detailed in the main body of the description could be utilised to create successful criteria.



	Knowledge and Experience

	Essential
	Desirable

	Education

  Professional qualifications/experience
  Minimum Qualification Required:
Degree Level Qualification OR equivalent relevant experience in Careers Advice, recruitment, graduate employability
	
X

	

	
Higher Education knowledge

Previous experience in Higher Education employability or
careers service or work within relevant industry talent
acquisition team.
	


	

  X

	Industry experience

Experience of a specific area of industry and understanding of the subject areas relevant to the Ravensbourne course portfolio.
	
X
	




	Core Personal skills abilities and behaviours
	Essential
	Desirable

	
Public Speaking / Training experience
A background in hosting workshops or lectures to groups of different sizes, ideally focused on careers advice.
	


	X

	Customer focus and service
Understands the relationship between provider and customer, and the expectations of the recipient of a service. Is able to identify all such relationships in which they are involved, and with an attitude of mind that places the needs of the customer first.

	X
	

	Team working
Works collaboratively and harmoniously within the team and more widely with all significant others to get the job done, to the satisfaction of all those involved.
	X
	

	Organising work
Organises work for optimum effectiveness, using all the
resources, tools and methods available, so that the objectives of the role, team and organisation are met.
	X
	

	Equality, Diversity & Inclusion
Committed to EDI in all aspects of the role, ensuring opportunities are available to all, and providing equitable pathways for all students. 
	
X
   
	

	Communication  
Communicates clearly orally and in writing, and in relating to others builds and maintains effective relationships openly and honestly, using every medium appropriately and with consideration for the audience, so that the messages (both ways) are understood and able to be acted upon.
	

X
	

	Problem solving and decision making
Anticipates problems or issues and deals with them creatively and constructively, reaching a rational decision for dealing with the problem or issue; one that is capable of practical implementation.
	
	X

	Organisational Values

Committed to Ravensbourne’s organizational values of and embeds this in all aspects of work.

	X
	

	Enterprise and support for Income generation
Understands the critical importance of income generation, in particular from student recruitment, and is alert to the opportunities for increasing income from existing or new sources, taking action as necessary.
	
	X

	Professional context
Develops and maintains an understanding of how
developments in the professional, legal, regulatory and
educational contexts impact upon own role specifically, and Ravensbourne more generally
	X
	

	Using IT
Makes optimum use of appropriate digital technology and IT systems in all aspects of the role, particularly the ability to operate in a Virtual Learning Environment
	
	X



This Job Description may be reviewed, and duties amended aligned with Ravensbourne’s requirements, any changes will be made in collaboration with the postholder.
Our Values
Connection: We value what happens together and we collaborate to achieve our collective goals.
Dynamism: We embrace every opportunity to adapt and optimise.
Inclusion: We celebrate our diversity, and we embrace difference as a source of strength. 
Professionalism: We aim for quality in everything we do and take pride in our work.
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