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Job Description

Post title: Head of Career Advantage
Date last updated/evaluated: January 2026
Author: Katy Gordon- Director, Careers Employability and Student Enterprise
School / Department:			Careers, Employability and Student Enterprise (CESE)
Faculty / Directorate:			Student Experience Directorate (SED)
Job Family:				Management, Specialist and Administrative (MSA)
Grade:					Level 5
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Director of Careers, Employability & Student Enterprise 
Post line report(s):	2 x Careers Consultants in country (India & China), 2 x Employer Engagement Managers in country (India & China), 1 x Careers Consultant (International) in the UK
Post base location:			Hybrid: Campus / Home 

Job purpose:     To be responsible for the leadership, operational management and development of Career Advantage, the new international employability programme focused on international students, delivering tailored UK and in country careers, employability and student enterprise activity, and provide advice and guidance to the University on any such activity delivered by the Career Advantage team.  
The postholder will work with external stakeholders, partners and organisations and coordinate with colleagues across the University involved in external engagement to broker and create opportunities for international students.
The postholder will also have an international student caseload.

Key accountabilities and indicative time allocation:
1. 40%
Provide leadership and oversee the creation, direction and ongoing development of Career Advantage, in line with the Employability Action Plan, Education and Student Experience Strategic Plans, International Strategic Plan and University Strategy, including:  
· Identify how best to design, develop and deploy Career Advantage resources to meet the current and future careers and employability needs of international students, based on detailed analysis of relevant data sets (engagement, Careers Registration, Graduate Outcomes Survey (GOS), Asia Careers Group data) and discussions with CESE management team on capacity / priorities

· Work with the Director of Careers, Employability & Student Enterprise (CESE) to build the Career Advantage team and integrate it into the wider CESE offering, establishing clear reporting lines for in country staff and building a robust evidence base for the impact of the Career Advantage programme
· Lead proactive engagement with CESE, Global Recruitment & Admissions (GRAM) and Office for Development & Alumni Relations (ODAR) colleagues to agree plans for service delivery, then work in partnership with CESE heads of operations and Associate Directors to fulfil these delivery plans
· Set service standards and relevant targets for the Career Advantage programme, reviewing and evaluating their delivery to ensure that they best meet the University’s needs and are benchmarked against the sector
· Provide clear and timely communications to relevant University staff and stakeholders (inc GRAM, ODAR) on Career Advantage developments as the programme grows, in conjunction with CESE colleagues
· Take overall responsibility for production of Career Advantage annual reports, with an emphasis on demonstrating impact of the programme, and building robust data sets of UoS international graduate outcomes
· Raise the profile of Career Advantage across the University and externally, seeking out opportunities to promote the programme to support international student recruitment, delivering presentations / workshops / briefings as required and representing CESE on international focused University committees, working groups, meetings and events
· Oversight of budget and management of resources for Career Advantage programme, inc liaison with external agency (Grok) in relation to in-country staff

2. 30%
To work with Career Advantage team to design and deliver effective careers education, information, advice, guidance and other support, helping international students to acquire the skills and resources necessary to plan and manage their careers and to secure appropriate employment or further study, including:
· Interactive group work, experiential learning, presentations and online and blended learning.  These can be embedded within or linked to a specific academic curriculum or through open activities in addition to the curriculum
· 1:1 guidance / coaching interactions 
· Signposting to core CESE service delivery or relevant specialist support (WP, PGR, international etc)
· Supporting the embedding of careers, employability and enterprise within the curriculum (under the guidance of CESE senior leadership)
· Maintaining up-to-date labour market insights and sharing good practice in international graduate recruitment
· Creation and sharing of international resources and support / guidance for CESE colleagues on the particular needs of international students

3. 15%
Line manage direct reports, both in country and in the UK, and have oversight for their and the Career Advantage team’s areas of work, including:
· Embed a culture of continuous improvement and innovation, and meeting quality standards, ensuring an exemplary student and employer experience is achieved in all activities, and student/graduate success and welfare is paramount, as well as supporting student recruitment  
· Working closely with Head of Employer Engagement & Knowledge Exchange, Head of Student Enterprise, Social Impact & Events and Head of Specialist Careers Support to embed a one CESE approach to international student support, with shared commitment to successful service delivery, realising the synergies of cross team working 
· Motivate, coach and develop the team to ensure they have the appropriate level of skills, knowledge and capacity to deliver and excellent student experience, including conducting staff appraisals, inductions and performance management for direct reports, identifying relevant training and encouraging creativity in developing and delivering the work experience programme


4. 10%
To contribute, as a member of CESE management team, towards broader initiatives to ensure a high quality, accessible and client centred service inc:   
· Cross service / University projects, working groups or initiatives which support the achievement of Southampton’s and CESE’s objectives and enhancement of the student experience as part of SED, as determined by the Director of CESE
· Achievement and maintenance of agreed quality standards and external quality accreditation through on-going review of practices, contributions to the assessment process and the delivery of high quality, measurable outcomes (eg Customer Service Excellence, AGCAS (now Graduate Futures Institute) Quality Membership Standard) 
· To develop and regularly update skills, through membership of Graduate Futures Institute (formerly AGCAS) and engagement in learning opportunities, relevant training courses and good practice groups, to ensure current industry standards are met, maximising use of the AGCAS (now Graduate Futures Institute) Professional Pathways to support career development 
· To promote and exemplify inclusive working practices and strive for diversity within the organisation and its services, ensuring that that you are aware of and aligned with University of Southampton’s strategic objectives on Equality and Diversity  
· Participate as appropriate in cross-functional activities at times of peak demand to support colleagues across Student Experience Directorate (SED) such as international student registration, open days and student recruitment events; confirmation and clearing 

5. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
Internal 
· Faculty and school senior management
· Student Body 
· CESE staff 
· Professional Services staff (Global Recruitment & Admissions (GRAM), Office for Development & Alumni Relations (ODAR)) 

External 
· Employers / sector bodies
· Professional bodies (eg AGCAS, ISE, EEUK)
· Grok (agency for in country staff)
· British Council / government trade bodies (BritCham, UK India Business Council etc)


Special requirements:
The post holder will be required to work from a variety of campuses or agent locations or visit students, customers or organisations external to the University and therefore must be willing to travel.  Occasional international travel may be required, to meet with in-country team / attend relevant in-country events.
Occasional evening and weekend work may be required to support events and wider university commitments such as open days. 
The ability to maintain a responsible and confidential approach to sensitive information.
Demonstrate Southampton University behaviours (Embedding Collegiality – see below)

Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Formal professional qualification(s) in careers and employability equivalent to Level 7 of the Regulated Qualifications Framework (e.g. master’s degree, postgraduate certificate, diploma or Level 7 award, certificate, diploma), as recognised by the Career Development Institute (CDI)
· Significant experience within HE careers and employability sufficient to demonstrate expertise in careers guidance and confidence working with a wide range of stakeholders
· Experience of working with international students and / or awareness of the challenges faced by international students
· Able to demonstrate an authoritative awareness of the theory and practice of careers, employability and student enterprise and an ability to use this to tackle University priorities
· Proven experience of building effective relationships and managing services outcomes to the best effect of a user group 
· An understanding of the wider strategic picture in relation to HE careers and employability and the graduate labour market
· Excellent IT skills, including Microsoft Office packages and confidence working with new technologies 

Desirable
· Project management experience or qualifications

Teamwork and Communication
Essential
· Excellent presentation and verbal skills, with ability to communicate confidently at all levels
· Ability to use and promote use of qualitative and quantitative information to critically evaluate, demonstrate and improve the effectiveness of activities
· Able to persuade, influence and collaborate with a wide range of faculty colleagues, with an ability to negotiate effectively on behalf of the Directorate
· Excellent writing skills with ability to produce and present complex issues in a focused, succinct, professional, and persuasive manner (eg reports, papers and guidelines)
· Proven ability to collaborate with a range of people, including internal and external stakeholders, to build and maintain effective relationships

Planning, Organisation and Resource Management
Essential
· Proven ability to plan and manage significant new activities, ensuring plans complement broader organisational strategy
· Proven ability to manage and prioritise own work, work of different teams and organisational goals simultaneously
· Proven ability to set and deliver measurable short, medium and long term goals in the form of business / action plans
· Proactive and responsive approach to work tasks or requests
· Proven experience of leading successful teams of peers or staff who are not direct reports 
· Proven ability to provide expert guidance and advice to colleagues to resolve complex problems
· Team player, able to work collaboratively with others to disseminate and share knowledge and information
Desirable
· Experience of line management

Problem Solving and Initiative
Essential
· Able to develop understanding of long-standing and complex problems and to apply professional knowledge and experience to solve them
· Proven ability to make decisions and own these decisions with confidence, authority and ultimate responsibility
· Proven ability to use rigorous data collection and analysis to inform decision making and trouble shoot problems effectively

Desirable
· Able to respond to changes in labour market and institutional environments to develop new concepts / original ideas

Other Skills and Behaviours

Essential 
· Able to demonstrate understanding of role / motivation for applying 
· A commitment to professionalism, actively supporting equality and diversity and the delivery of high quality service and client satisfaction levels, both internally and externally



Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Not applicable
Exposure to noise levels >80dbA ^					Not applicable
Working with dust or fumes ^						Not applicable
Working with skin irritants ^						Not applicable
Working with chemicals (industrial or cleaning) ^			Not applicable
Working in a confined space ^					Not applicable
Working at height ^							Not applicable
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Not applicable
Frequent hand washing						Not applicable
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Not applicable
Working nights ^							Occasionally <30% Time
Lone working								Occasionally <30% Time
Working with children							Not applicable
Exposure to persons with challenging behaviour			Not applicable
Working with larger groups						Occasionally <30% Time

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Not applicable
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Not applicable
Prolonged Standing or Sitting	 ^					Occasionally <30% Time
Moving or handling heavy loads ^					Not applicable
Repetitive pulling or pushing ^					Not applicable
Repetitive climbing (steps, stools, ladders, stairs) ^			Not applicable
Repetitive crouching, kneeling or stooping				Not applicable
Repetitive lifting							Not applicable
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Not applicable
Repetitive reaching at shoulder height				Not applicable
Repetitive reaching above shoulder height				Not applicable
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