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Job Related Information 

This document includes information about the role for which you are applying and the information you will 

need to provide with your application.       

1. Role Details 
 

Vacancy reference 15178 

Job title: Assistant Director, Head of Careers and Employability Service 

 

  
Reports to: Director, Access, Careers and Teaching Support 

Salary: £51,630 - £58,089 

Terms and conditions: Academic Related 

Grade GR9 

Duration of post: Permanent 

Working hours: 37 

Location: Milton Keynes or Nottingham Office 

Closing date: Midday on 17 December 2018  

Type of application form accepted: 
Long application form. 

In addition to a completed application form you must provide a 

covering letter outlining how you meet the criteria in the person 

specification.  This is an important element of the application process. 

Please ensure that you provide relevant examples as evidence to 

support your statements.  CVs on their own will not be accepted 

without an application form. 

 

 

 

 

Number of referees required: 3 

Unit recruitment contact: SS-STS-Recruitment@open.ac.uk 

 

   

https://www.ouassetbank.co.uk/theme/home.php
mailto:SS-STS-Recruitment@open.ac.uk
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2. Summary of duties 
 

 

The Head of the Careers and Employability Service provides leadership to a team of approximately 50 staff in six 

locations across England, Ireland, Scotland and Wales providing front-line careers service to students and 

alumni of the Open University (OU).  The role holder works in partnership with other key stakeholders building 

and maintaining relationships across the OU to ensure an integrated approach to services. They are the 

recognised professional lead for the OU on best practices in Careers and Employability. 

Responsible for: Direct reports of up to 6 Senior Managers and 2 Managers, plus 40 staff located across the UK.  

The Careers and Employability Service has an annual budget of £32.5m per annum. 

Main Purpose of the post 

The post holder is required to : 

 Ensure that Careers and Employability Services (CES) develops objectives that are monitored and 

aligned with the Open University mission, Strategy and associated Unit plans and policies in the wider 

institution including Academic Services, Nations, Central Academic Units, Business Development Unit, 

Communications and Marketing. 

 Contribute effectively to the delivery of the institutional strategic priority ‘Enhanced Employability and 

Career progression’ (EECP)  through commitment to and active involvement in the EECP programme as 

it develops through development and implementation stages 

 Provide services that are delivered, monitored and reviewed in line with the OU Student Employability 

Policy and Statement. 

 Adhere to internal and external accreditation frameworks and standards including areas of Careers 

Education, Information, Advice and Guidance (CEIAG), Legal and Employers’ codes of practice in relation 

to recruitment practices. 

 Achieve key performance indicators (KPIs) and targets established by the University and the service 

itself. 

 Work in partnership with other key stakeholders throughout the University including Student 

Recruitment and Support Centres (SRSCs), Faculties, Business Development Unit, Communications, 

Strategy and information office, Open Media Unit and Marketing to help students achieve their stated 

employability aspiration. 

 Collect relevant data to measure the impact of OU Study and Careers and Employability Services that 

can be used to meet external regulatory requirements and to drive OU marketing messages. 

 Operate within budget and report on any anomalies or changes, including bidding for additional 

resource where identified by strategic and operational review meetings within the service and the 

wider University. 

 Influence and be responsive to changes in external regulatory, policy and practice developments and 

labour market conditions across all nations of the UK 

 Promote and strive to continuously improve services and ensure they are informed by best practice in 

the Higher Education Careers Services in the UK and overseas. 
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Main Responsibilities 

1. Strategy 

 Contribute to the development planning and implementation of the University’s Employability Strategy.  

 Lead the vision, planning, development and execution of CES strategies to achieve the desired 

results/outcomes across a range of performance measures, established by CES and the wider 

University. 

 Evaluate and analyse University performance in Careers and Employability Services delivery (drawing 

also from external knowledge and networks) so that new strategies might be developed ensuring 

student’s needs are met and the OU’s reputation in this area is maintained and improved.  

 Contribute to the development of Unit business plans, ensuring that they are aligned with institutional 

objectives and the requirement for financial sustainability and efficient operation. 

 Engage and influence the wider development of UK policy, practice in labour markets and other areas 

related to student employability. 

 

2. Delivery of Careers and Employability Services  

 Provide leadership and direction to ensure efficient, timely and high-quality delivery of CES information, 

advice and guidance services to students and graduates across a range of channels. 

 Lead the identification and management of risks to the delivery of services through the continuous and 

regular monitoring of processes. 

 Review mechanisms and appropriate targets, KPIs, escalating and troubleshooting issues to appropriate 

areas of the University when necessary. 

 Lead the establishment of a quality framework for the delivery of services to students and graduates 

which meet external accreditation frameworks, internal standards and KPIs. 

 Lead and provide direction to the planning and review of CES work with Faculties in the embedding of 

employability and Personal Development Planning in the curriculum, ensuring that it is at the right level 

and aligns with established policy, external frameworks and innovations in the sector. 

 Ensure mechanisms are in place for CES to work in partnership with Student Recruitment and Support 

Centres and Faculties, clarifying the distinctive role and contribution of CES, raising the profile of 

services with both staff and students and providing direction for appropriate staff development, 

training and contact points. 

 Explore and facilitate new ways of working with all members of CES and with partners in other units 

and departments. 

 Provide leadership and direction to the establishment of strategies to drive activity and achievement of 

targets in new areas of CES including Employer Engagement and Research and Development. 
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3. Planning and Resource Management 

 Responsible for the deployment of staff and non-staff budgets for CES. 

 Lead workforce and workload planning processes and reviews in order to maximise the most efficient 

deployment of staffing resources. 

 Manage the ongoing relationship with all external suppliers needed to provide additional specialist 

services to students.  

 Oversee a team located at sites across the UK to ensure a consistent service is provided to all 

stakeholders across all locations.  

 

4. Leadership, Management and Internal Engagement 

 Effectively lead and manage the CES senior team, ensuring the maximisation of their individual and 

team performance and realisation of their potential. 

 Through the senior team, be responsible for the effective recruitment, management, performance and 

development of all staff in CES. 

 Foster a culture of high quality customer service and delivery of Careers IAG and a commitment to 

continuous improvement. 

 Maintain and develop key internal stakeholder relationships to ensure the effective and joined-up 

delivery of Careers IAG and other CES activities across the institution. 

 

5. Management Information 

 Establish and monitor appropriate and regular management information on CES in order to report back 

on impact of services and address reputational or delivery issues in a timely way. 

 Provide briefings for senior managers in Academic Services and other areas of the University (including 

Strategy Office and Council) on performance of CES and the impact on student satisfaction and 

employability outcomes, supported by appropriate research and analysis. 

 Lead the delivery of surveys to elicit information about satisfaction with services and the impact of OU 

study on employability and ensure that CES requirements are an integral part of institutional survey 

development. 

 

6.  Management of Strategic Relationships Within and Outside the University 

 Identify, build and ensure collaborative and effective working relationships with a wide range of 

stakeholders within the University to maximise a cross institutional approach to the delivery of Careers 

and Employability practice. 

 Work closely with the leads of the Enhanced Employability and Career Progression (EECP) Strategic 

objective of the OU. 

 As one of three Business Change managers in EECP, create strategies for and lead change management 

activities ensuring optimum adoption of EECP outcomes. 
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 Identify, build and ensure collaborative and effective working relationships with a wide range of 

stakeholders outside the University in order to be a University source of expertise and advice about 

labour market developments, leading edge practice in the UK and overseas in CEIAG, governments’ 

requirements and higher education solutions that can be adapted for the OU context.    

 

 

 
3. Person specification 

 

Education, qualifications and training 

Essential:  A first degree or equivalent. 

A professional qualification in Careers Guidance or a relevant higher qualification in an area such 

as Careers Guidance, training and development, CIPD, Management. 

 

Knowledge, work and other relevant experience 

Essential:   

 Appropriate experience in higher education in the UK and international context, specifically 
in the field of Careers Education or Employability and Personal Development Planning.  

 Deep and current understanding of the UK and global labour market and recruitment 
practices. 

 Significant experience in managing a service delivering careers and employability 
information, advice and guidance, which is relevant to student employability and career 
development, and shows commitment and understanding of delivering excellent customer 
service and continuous improvement. 

 Understanding of the Open University and the needs and aspirations of our students 
particularly in respect of their career and employment goals. 

 Experience of leading, motivating and managing others, and development of staff. 

 Experience of consistent and successful use of management information and performance 
measures to understand and improve service quality and achieve strategic goals. 

 An understanding and a commitment to equal opportunities and diversity. 

 Familiarity with the use of the web in the delivery of careers education, information, advice 
and guidance, employability and PDP and a good understanding of IT solutions and how they 
can enhance service excellence and efficiency. 

 A good understanding of relevant UK policy and pedagogic practice (particularly in the area 
of student employability and career development). 

 Experience of working independently, as well as being able to work collaboratively as an 
effective member of a team. 

 Significant experience of working proactively and persuasively with senior colleagues or 
external partners and initiating and developing networks.  

 Proven ability to innovate as well as plan and implement change. 

 Experience of budgetary and resource management. 

Desirable:   An understanding of distance learners and part-time student populations in the context of 
their employment needs. 

 Experience of managing a dispersed team across multiple sites. 
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Personal abilities and qualities 

Essential:   Excellent interpersonal, verbal and written skills, including advocacy, negotiation, networking 
and presentational skills and the ability to inspire confidence, leading teams and ideas. 

 An engaging and inspiring leader with a capacity to think strategically and problem solve and 
to build and develop an effective team. Evidence of a strong commitment to developing 
staff. 

 Evidence of commitment to managing and coaching staff performance with empathy and 
challenge and of focussing activities and teams so that strategic goals are prioritised and 
achieved. 

 Ability to work collaboratively with other individuals or teams – engaging in person and 
virtually, working effectively in multi-disciplinary, cross-faculty and cross-unit teams. 

  Evidence of initiating successful collaborations and partnerships to achieve shared goals. 

 Ability to work independently and to use initiative using excellent problem-solving skills.  

 Ability to work flexibly and respond to changing priorities and to cope effectively with 
ambiguity. 

 Analytical, planning and research skills, using data and management information, and 
monitoring KPIs with the ability to assimilate information from multiple sources and 
stakeholders. 

 Extensive network of productive contacts both in the private and public sector related to the 
area. 

 Evidence of a commitment to their own personal and professional development. 

 The ability to be entrepreneurial, devise innovative and creative solutions and to bid for 
resource. 

 A high degree of personal credibility, tenacity and integrity. 
 

 
4. Role specific requirements e.g. Shift working 

 

 

 

 

 
5. About the unit/department 
 

ACADEMIC SERVICES 

The most crucial interactions and relationships with registered students are managed through Academic 

Services, working in collaboration with colleagues in the University, and in particular those in central academic 

units.   

Academic Services employs approximately 900 staff and is led by the Director of Academic Services, who 

reports to the University Secretary, and is organised as follows: 

Five units based at Walton Hall, Milton Keynes, Manchester and Nottingham 

 Assessment, Credit and Qualifications 

 Student Recruitment and Fees 

 Access, Careers and Teaching Support 
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 Student Support 

 Office of Director, Academic Services 

Along with three National Centres based in Scotland, Wales, Ireland. 

Access, Careers and Teaching Support (ACTS) 

Access, Careers and Teaching Support sub-unit of Academic Services and is led by David Knight, Director. It 

comprises the following teams: 

 Associate Lecturer Services  

 Associate Lecturer Support and Professional Development 

 Careers and Employability Services 

 Widening Access and Success Services 
 
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 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.   

 

 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.   

 An Administration Team based in Nottingham and Milton Keynes who support all Careers and 
Employability Services staff. 

 

Careers 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
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6. How to obtain more information about the role or application process 

If you would like to discuss the particulars of this role before making an application please contact David Knight 

email: David.Knight@open.ac.uk.  

If you have any questions regarding the application process please contact a member of the Staffing and 

Recruitment Support Team: SS-STS-Recruitment@open.ac.uk. 

7. The application process and where to send completed applications 
 

Please ensure that your application 

reaches the University by:   

Midday on 17  December 2018  

Post it to: 

 

The Open University 

  Name/Job title:      Staffing & Recruitment Support Assistant 

Department/Unit:   Academic Services 

Address:                First Floor East 

Frank Henshaw Building 

Hammerwood Gate 

Kents Hill 

Post Code:           MK7 6BY 

Or e-mail your application to: SS-STS-Recruitment@open.ac.uk 

 

8. Selection process and date of interview  
 

The interview panel will be chaired 

by: 

David Knight, Director, Access, Careers and Teaching Support 

The other members of the 

interview panel will be: 

 

 

Mick McCormick, Academic Lead EECP 

Pat Atkins, Director, Student Support 

Jane Campbell, Head of Careers, The University of Leeds 

The interviews will take place on: 28 January 2019 

The selection process for this post 

will include: 

To be confirmed 

mailto:David.Knight@open.ac.uk
mailto:SS-STS-Recruitment@open.ac.uk
mailto:SS-STS-Recruitment@open.ac.uk
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We will let you know as soon as possible after the closing date whether you have been shortlisted 

for interview.  Further details on the selection process will also be sent to shortlisted candidates.   

Applications received after the closing date/time will not be accepted. 

If you do not hear from us by 14 January 2019 you should assume that you have not been 
shortlisted for interview, but we do thank you for your interest. 

 

 


