
 
 
 

Careers and Employability Consultant (Scotland) 
 
 
About the role 

As a fully qualified careers guidance practitioner you will have a degree or equivalent, a professional 
careers guidance qualification at Level 6 or above and evidence of continuing CPD in careers & 
employability work, which will enable you to significantly contribute to the continued development 
of the Open University’s Careers and Employability Services (CES).   
 
Your focus through a range of CEIAG activities will be to promote and highlight the critical role 
student employability can play in career progression, retention, and student success across the 
University’s unique student and graduate population.  You will be based in the OU in Scotland office 
enabling you to build networks and partnerships and to be the expert point of referral on careers 
and employability issues.   
 
Key responsibilities 

• Provide (at a distance) pro-active professional careers guidance to students or graduates 

likely to benefit from careers guidance interventions. On a one to one basis, these complex 

queries will support career planning and development in relation to module and 

qualification-based study options and will be delivered via email guidance, online via Skype 

or by telephone. 

• Accurately record all interactions on the University’s CRM system (VOICE) to maintain and 

develop individual student academic and support records. 

• Develop, deliver and evaluate a range of CEIAG resources and services to groups at a 

distance using technologies such as online forums, webinars (Adobe Connect), interactive 

media and online careers fairs will be a key part of the role.  There is also a focus on 

communicating with students using social media tools such as LinkedIn, Twitter and 

Facebook and you will be expected to develop your skills as required across the full range of 

social media channels.  

• Develop expertise and knowledge related to the subjects and careers linked to the specific 

nation, in this case Scotland, embedding CES in all relevant communication channels 

between Student Support Services, students and academics and delivering careers and 

employability training to student support staff  

• Develop effective relationships with staff across the University but particularly in areas of 

Scotland student support, relevant nation faculty and unit staff to facilitate the 

collaborative working needed to raise awareness and engage students in careers & 

employability for student success and four nations by design principles.  

• Share responsibility for implementing the CES Quality Standards in all aspects of service 

delivery, adhering to consistent practice guidelines and contributing to continuous 

improvement in line with matrix standards and principles 

• Liaise with employers and professional bodies to maintain and develop knowledge of labour 

market trends and opportunities. Through local, institutional and external groups, 



 

undertake research to support the development of CES policy and provision in relation to 

careers and employability services. 

 
Skills and experience 
 
 
 

 
CAREERS AND EMPLOYABILITY SERVICES  

 

Enhanced Employability and Career Progression is one of the Strategic objectives of the Open 

University, which has resulted in increased investment, expansion and ongoing development of 

Careers and Employability Services.   

 

OU Careers and Employability Services consists of:   

 

Four teams, each led by a Senior Careers and Employability Consultant and incorporating:   

  

• Careers and Employability Consultants (Learning and Teaching) based at Milton Keynes, 

working with faculties and other departments to embed the development of employability 

and personal development planning skills within the curriculum and delivering subject 

specific careers information, advice and guidance to students via online media including 

forums and webinars. 

• Careers and Employability Consultants in each OU centre who provide a networked and  

       and distributed service across locations and also work with the Student Support Teams and     

       nation teams. All posts will be responsible for responding to student queries across all 

       subjects as well as developing specialisms linked to their centre. Employability Advisers    

       based in Milton Keynes and Nottingham providing careers information and advice to  

       students and assisting the above staff.    

   
 

In your covering letter please evidence the following: 

• An understanding of the needs of a range of diverse students studying part time and full 

time (including those with a disability) in adult, further or higher education, demonstrating 

your knowledge of and commitment to equal opportunities and diversity 

• Proven experience in providing CEIAG online using a variety of technologies to support 

students’ autonomy and decision making, demonstrating your competence in effective use 

of IT systems 

• High level interpersonal and CEIAG skills, including using techniques in influencing, enabling, 

advocating and challenging  

• Experience of working both autonomously and in a team to enable you to work virtually 

within and across careers teams based in different locations 

• Strong communication skills including: relationship building, networking, presentation, 

negotiation and facilitation to  promote and develop  Careers and Employability Services 

both internally and externally to the University 

• Excellent planning and organisational skills including: the ability to independently manage 

high volumes of work; take ownership of complex issues, whilst maintaining a flexible and 

creative approach to your work 

 



 

  

• A Quality and Development team based in Milton Keynes and Nottingham, leading the 

implementation of quality standards and procedures, planning the overall development and 

marketing of Careers and Employability Services, developing web and other online 

resources to support Careers and Employability Services, and providing research and MI 

support.  

• An Employer Engagement team based in Nottingham, involved in working with Employers 

to identify and provide opportunities for OU students, and to promote the particular skills 

that OU students bring to employers.  

• The Careers and Employability Services Management Team based in Nottingham, 

Manchester and Milton Keynes which leads the strategic development of the service in the 

OU, establishes and monitors standards for the delivery of CEIAG, ensures the service is 

promoted appropriately and works in partnership with others in the University to further 

develop the service.    

• Careers and employability services are delivered by telephone, email, Skype, and via web 

resources.  The careers website is at  www.open.ac.uk/careers  

      

 

http://www.open.ac.uk/careers

