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PERSON SPECIFICATION
Careers and Employment Adviser     Vacancy Ref: 


	Criteria
	Essential/ Desirable
	*Application Form/ Supporting
Statements/ Interview

	Educated to degree level, or equivalent qualification, or work experience in a relevant area.
	Essential
	Application Form

	Proven ability to provide high‑quality, tailored information and advice to a diverse student population across different levels and disciplines
	Essential
	Supporting Statements/
Interview

	Strong organisational and project‑management skills, with the ability to manage multiple priorities and deliver to deadlines.
	Essential
	Supporting Statements / Interview

	Knowledge of current employability trends, graduate labour markets and sector developments influencing student career readiness
	Essential
	Supporting
Statements / Interview

	A proactive, solution‑focused approach with the ability to contribute positively to continuous improvement initiatives.
	Essential
	Supporting
Statements

	Experience analysing and interpreting quantitative and qualitative data to inform planning, evaluation and service development.
	Essential
	Supporting
Statements/ Interview

	Ability to work collaboratively across teams and departments, contributing insight, feedback and innovative ideas for service enhancement.
	Desirable
	Supporting
Statements/ Interview

	Highly developed presentation and facilitation skills, capable of engaging large and small groups effectively.
	Desirable
	Supporting
Statements/ Interview

	Flexible, collaborative and willing to contribute to wider University activities such as Open Days and recruitment events.
	Desirable
	Supporting
Statements/ Interview




· Application Form – assessed against the application form and curriculum vitae. Evidence will be “scored” as part of the shortlisting process.
· Supporting Statement – assessed against additional information provided by the candidate. Evidence will be “scored” as part of the shortlisting process.
· Interview – assessed during the interview process by either competency-based interview questions, tests, presentation etc.
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