Job Profile 	
Enterprise Coordinator  	Career Grade: 8
	About the Job The post-holder will join our Careers Hub team, supporting a large network of business volunteers, schools and colleges. The postholder will provide useful resources and practical advice to help improve careers provision and drive progress against the Gatsby Benchmarks standards and effective careers leadership across the local education system. The Enterprise Coordinator (EC) sits at the heart of the local network to help schools and colleges improve their careers and enterprise programmes and to engage with the world of work. 
This is what we need you to do... 



	· Facilitate partnerships with key local employers committed to improving careers education 
· Contribute to the delivery and development of our CPD offer for schools, to enable focussed collaboration, bringing together best practice from across the county.
· Engage and support a caseload of schools and colleges. Ensure all institutions are offered the support of a volunteer Enterprise Adviser (EA).  
· Build and maintain effective relationships with senior leaders in local schools and colleges within your caseload.  
· Lead and coordinate relationships between businesses EA’s, the school/college and the wider network with a focus on impact, successful transition and destination outcomes for young people. 
· Ensure all schools and colleges are self-assessing their careers programme using CEC digital tools, driving Gatsby Benchmark performance, and that all young people are receiving help from high quality careers education.  
· Act as an ambassador for The Careers & Enterprise Company (CEC) including raising the profile of the Careers Hub through communication and marketing channels to engage with key local stakeholders. 
· Recruit Volunteer Enterprise Advisers for your caseload of schools, encouraging equality, diversity & inclusion in the recruitment process. 
· Implement measures for tracking the representation of local growth sectors within the EA community.  
· Provide ongoing support to EAs in scoping, identifying, and addressing the needs of their matched schools or colleges. 
· Deliver induction and ongoing training / continuous professional development for Enterprise Advisers. 
· Take responsibility for tracking and completion of all DBS checks for EAs prior to them working with a school/college. 
· Create and lead communities of practice where businesses and schools / colleges are supported, developed, and provided with opportunities to network and share their experience.  
· Support Careers Leaders (CLs) including induction and training, coordinating meetings. Identify and deliver ongoing training and bespoke support to meet CLs’ development needs. 
· Organise and attend regular school/college meetings that are outcome focused to ensure progress is being made across all Gatsby Benchmarks and all priorities are addressed. 
· Build an understanding of the local context of careers provision and providers including National Apprenticeship Service, National Careers Service, Job Centre Plus and other local services
· As per CEC’s reporting cycle, contribute to the monitoring and impact tracking of the Careers Hub network
· Attend CEC’s national and local training events and meetings
· Regularly review the network to ensure members remain engaged and proactive, via communications, training, and support. 
· Stay abreast of best practice examples, emerging guidance and legislation.  
· Track the progress of your schools/colleges (using a variety of tools and resources), identifying trends, gaps and solutions. 
· Analyse impact of your work on your local economy and skills strategy 

	
· 



Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed.
	The ideal candidate will have... 
Experience
· Demonstrable experience of engaging and building relationships with leaders from schools, colleges and businesses. 
· Demonstrable experience of leading the delivery of programmes or projects with multiple stakeholders.  
· A strong background in stakeholder engagement and management and of communicating with a variety of audiences, preferably in the education and/or careers sector. 

Knowledge, Skills and Understanding
· A demonstrable understanding of school culture and the challenges faced by schools in delivering careers and enterprise, and the current careers education and corporate social responsibility landscapes. 
· An understanding of relevant local and national policy relating to skills and economic development and the issues and barriers to employment faced by young people. 
· A demonstrable understanding of post-16 landscape including National Apprenticeship Service, Uni-Connect, National Careers Service and T Levels.  
· Excellent communication and interpersonal skills, with the ability to persuade and influence a variety of audiences and encourage others to use new ways of working.  
· Collaborative and good at building relationships at all levels, both internally and with a range of external stakeholders. 
· Proactive, with the ability to work independently, prioritising a busy workload, managing relationships with many stakeholders, and adapting conflicting priorities and deadlines. 
· Able to think and plan strategically to measure and drive performance. 
· Competent use of a range of digital and IT and social media platforms to improve and raise awareness of the direct impact of the network.  Competent in using digital tools, IT systems, and social media platforms to raise awareness and promote resources.
	
Behavioural attributes
· Aligns with Gloucestershire Employee Values and behaviours
· Visibly demonstrates passion and commitment to affect change. 
· Demonstrates personal accountability, ownership for decisions.  
· Shows creativity and innovates, able to proactively identify opportunities for growth, development, and adopts new ways of working. Thinks ‘outside the box.’ 
· Compassionate, able to impact people through communication, social and relational intelligence. 
· Always shows character and courage. 
· Adaptable, tenacious, determined, positive and resilient with the ability to deal with ambiguity in a changing environment. 
Education & Qualifications
· Good levels of numeracy and literacy (evidenced by GCSEs Grade A–C or equivalent) 

· Educated to Level 3, NVQ, BTEC, A levels or equivalent. 





