
Appointment of Careers Adviser and Coordinator
Permanent, part-time post working term-time only 

plus five days during school holidays*

Information for Applicants

* See Job Description within for full details
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A message from the Headmaster

Thank you for your interest in Bablake.

I hope that the following introductory notes will give you an impression of our thriv-
ing and ambitious school, and will help you to decide whether or not to submit an 
application. 

Our last inspection report described us as “a happy community of successful learn-
ers”, and it is undoubtedly true that both pupils and staff make the school a very 
positive, supportive and vibrant environment in which to work. 

We share high expectations of what children can achieve and of who they can be-
come – when inspired by dynamic teaching, provided with outstanding opportuni-
ties and supported through attentive pastoral care. 

Mr A M Wright (BSc Hons)

Headmaster



Context
Bablake is an HMC independent co-educational day school, 
with 750 pupils in the Senior School, including almost 200 
in the Sixth Form. There is a roughly even balance of boys 
and girls, who share rich opportunities and encourage 
one another in their endeavours. The main point of entry 
to Bablake is at the age of 11, when up to 125 pupils join, 
of whom almost half come from our Junior School (350 
pupils, including Pre Prep). Retention into Sixth Form is 
very good, when a number of pupils join us from local 
maintained and independent schools, with a handful 
also coming from China. Entry is governed by academic 
ability, and the availability of Bursaries and Scholarships 
allows us to assist almost 30% of pupils financially. This, 
combined with the very competitive annual fee (£12,162), 
ensures that pupils are drawn from a wide range of social 
and cultural backgrounds; it is a distinctive strength of the 
school. For those seeking selective co-education, Bablake 
is often the natural first choice for pupils from primary and 
preparatory schools throughout Warwickshire and the 
West Midlands. There is healthy competition for places, and 
it is not surprising that the vast majority of pupils obtain 
10 GCSEs. The school enjoyed outstanding results in the 
2019 public examinations. At A level 70% of all grades 
were at A*- B. The school climbed 32 places in the Daily 
Telegraph League Table for independent schools, amongst 
schools which are significantly more selective at Sixth 
Form level. The phenomenal success story, however, was 
at GCSE, and our press release was rightly titled: ‘Bablake 
Pupils Smash GCSE Results Record Again!’ An astonishing 
52% of all grades were at 9/8 or A*, with 73% at 9-7 or 
A*/A (national figure: 21%). A remarkable 41% secured the 
highly elusive 9 grade in English Language (national figure: 
2%). In 2018, the Times league table listed Bablake as 18th 
co-educational independent nationally.  A combination of 
high expectations, attentive pastoral care and excellent 
teaching, balanced by healthy co-curricular opportunities, 
enabled this cohort to add great value and to surpass all 

but one of the significantly more selective Warwickshire 
grammar schools. 

Bablake is part of the Coventry School Foundation, which 
comprises Bablake Senior and Junior Schools, Bablake Pre-
preparatory School at Cheshunt, and King Henry VIII Senior 
and Preparatory Schools.

History and facilities
The school was founded in 1344, but has occupied its 
current home since 1890. We were pleased in 2015 to 
celebrate 40 years of co-education, and boys and girls enjoy 
working together in an atmosphere of mutual support and 
respect.

The main impressive Victorian building has been constantly 
upgraded and improved. More recent additions and 
improvements have included a Languages Block (1991), a 
Junior School (1993), an English, Drama and Music Block, 
including Theatre (2000), new Science Laboratories (2004), 
refurbishment of the swimming pool (2005), a Library 
extension (2005), a Memorial Garden (2009), and new 
indoor sports facilities and netball/ tennis courts (2008-15). 
There has been a gradual improvement of all teaching areas 
(including a staged refurbishment of Science laboratories 
completed in Summer 2018), so that all departments have 
their own suite of rooms and staff areas, as well as having 
access to ICT equipment including multi-media projectors 
and interactive whiteboards. All staff use tablet technology.

There are 40 acres of excellent playing fields about one 
mile away from the school. Next to these is the Coventry 
School Foundation Astro Turf facility, which is shared with 
our sister school, King Henry VIII; this was completely 
refurbished in 2014. An exciting project to re-develop the 
Sixth Form Centre, and to provide new Medical, Learning 
Support and Careers Centres and Fifth Year Common Room 
facilities was completed in September 2017.

Situation
The school occupies an attractive, green site under 1 
mile from Coventry city centre, and is easily accessible 
by road from surrounding towns and villages. Coventry 
itself is undergoing healthy regeneration after the loss of 
some manufacturing industry, and is surrounded by some 
beautiful countryside in the heart of England. The school 
enjoys the educational, artistic and historical benefits of its 
proximity to Warwick and Coventry Universities (ranked 8th 
and 12th nationally by the Guardian in 2017), Birmingham, 
Royal Leamington Spa and Stratford-upon-Avon. We have 
been delighted to welcome Wasps to the Ricoh Arena! In 
2021 Coventry will be UK City of Culture.

Opportunities
Co-curricular activities, including sport, music, drama and 
the Duke of Edinburgh’s award scheme are enthusiastically 
pursued and supported by staff and pupils alike, as is a 
vigorous programme of community service and charity 
fundraising. The Combined Cadet Force is one of the 
largest volunteer contingents in the West Midlands. There 
is a vibrant House system, in which happy participation 
is encouraged across the age-range through a host of 
activities. In recent years the school has been represented 
in national finals for netball and indoor hockey, with the 
rugby, hockey (boys’ and girls’), cricket, cross-country 
and athletics teams regular winners of local and regional 
competitions. There is a full and varied programme of visits 
and tours, both at home and abroad. 

Bablake School
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Careers Department at Bablake
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The Careers Department is supported by a strong team of Year Heads, Heads of Department and subject tutors who collectively provide a comprehensive careers programme for pupils in all 
year groups. Here is a flavour of some of the guidance available at Bablake:

UPPER SIXTH
Participation in our Mock Interview Morning allows pupils to test their interview technique and receive advice from our expert volunteer interviewers. Help is given on constructing a convinc-
ing Personal Statement if pupils are applying via UCAS for a degree. For those looking at universities outside the UK, seeking employment or applying for places on competitive gap schemes 
after A levels, we offer advice and contacts. We fully recognise the strengths and advantages of apprenticeships at 16 and 18, and offer advice on alternatives to university at 18. We work with 
pupils on an individual basis according to their needs. While our expertise lies with the 11-18 age category, we actively keep in touch with former pupils, offer advice where suitable to former 
pupils of any age and are always delighted to receive offers of help from former pupils. Our parents too are an invaluable support network.

LOWER SIXTH
We talk formally to the year regularly in Life Choices: these sessions will usually cover ‘The Options at 18’, ‘Not Going To Uni’, ‘The University application process’ and ‘Gap Years’. At the end of 
Lower Sixth, we present formally to the year group about ‘Staying Ahead’ and invite experts in CV Technique and Personal Statement writing to deliver sessions. In the final week of the Sum-
mer term, all pupils have the opportunity to plan a programme to suit their future beyond Bablake.

FIFTH YEAR

In September, we talk formally in Life Choices about the Op-
tions available at 16, both within Bablake and outside the 
school. A careers review allows each pupil to talk about his/her 
own action plan for life beyond GCSE. Our CV Challenge is a 
fine chance to receive advice on how to compose a CV and Cov-
ering Letter - vital tools for future applications.

Continued overleaf
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FOURTH YEAR
The ‘Your Future’ booklet issued to each pupil in the Summer Term follows up talks on positive digital portfolios and branding. The Year Head organises an excellent Key Skills day based around 
vital business concepts of leadership, teamwork and communication.

THIRD YEAR
There is a formal Life Choices session where the options at GCSE are set out by the Assistant Head (Curriculum) and the Assistant Head (Teaching and Learning). All pupils take the Buzz chal-
lenge, on I Could, and we send a selection of our Upper Sixth pupils to answer questions from Third year pupils in an extended registration.

SECOND YEAR
In the formal Life Choices programme, a booklet is issued early in the year, asking pupils to think about their future choices, compare job trends across generations and consider the range of 
jobs in every profession.

SHELLS
Pupils are made aware of who ‘lives’ in the Careers department and where we are situated in school! Where possible, as well as introducing visitors to the senior school, especially if they are 
former pupils of note, we also work with our Junior School. Most recently, an author and illustrator, actor and musician have spoken to these younger pupils.

“WE ENCOURAGE OUR PUPILS TO BELIEVE 
IN THEIR TALENTS AND ABILITIES, 

AND NEVER TO DISCARD A DREAM 
WITHOUT CHASING IT FIRST”
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Permanent, part-time post working term-time only 
plus five additional days to be worked during school 
holidays.
Required as soon as possible.

Salary: 
This is a Coventry School Foundation Grade 7 post, with a 
starting salary of £22,291 per annum and rising to £29,160 
(including additional days to be worked outside term-time, 
and holiday entitlement). 

We are looking for a Careers Adviser to join our Careers 
Department. You will be predominantly based at Bablake 
School but may also be required to work at any of the Coventry 
School Foundation premises.

Hours of work: 
This is a permanent, part-time post working term-time only 
plus five days during the school holidays. Normal term-time 
hours are 28 per week, working Monday to Thursday, 8.30am 
- 4.30pm, with an hour’s unpaid lunchbreak to be taken daily 
(some flexibility of working days and hours may be available 
for the successful candidate and can be discussed at interview). 
The additional five days are most likely to be worked during 
the summer holidays (e.g. in support of public examination 
result days) and will be determined by the Headmaster to 
meet school needs. 

The nature of the role will require the post-holder to 
occasionally work outside normal school hours at weekends 
and during evenings. Some travel at a regional and national 
level may also be required.

Job Purpose: 
The post-holder will provide a comprehensive and professional 

service ensuring that all students receive effective careers 
information, advice and guidance. This will be appropriate to 
their needs and enable them to progress through to further 
education, apprenticeships, employment or training.

Person Specification: 
This successful candidate will be a well-qualified, experienced 
and inspiring Careers Adviser and Coordinator who, above all, 
has an infectious enthusiasm for providing excellent careers 
guidance to pupils in all year groups at Bablake School.

The successful candidate:
•	 will have a Diploma in Careers Guidance or Qualification 

in Careers Guidance to Level 6.
•	 will have experience of developing and delivering CEIAG 

within an education setting.
•	 will have experience of successfully motivating students 

to plan and achieve their career goals
•	 will have the ability to manage and supervise the Careers 

Office.
•	 will be able to prepare and manage a budget for careers, 

in agreement with the Headmaster.
•	 will consistently apply Foundation and School policies 

and procedures (particularly with regard to safeguarding).
•	 will possess excellent communication to be able to 

develop and maintain positive relationships with pupils, 
staff, parents and carers with empathy and sensitivity 
when required.

•	 will be able to persuade, motivate, stimulate learning and 
development, and resolve issues with individuals and 
groups.

•	 will have an excellent approach to teamwork with 
strong interpersonal skills and a strong commitment to 
collaboration with all internal and external partners and 
stakeholders.

•	 will have analytical, judgemental and creative skills to 
analyse and interpret information or situations and 
to solve complex problems with different potential 
solutions.

•	 will be flexible and adaptable, able to modify systems, 
procedures and delivery methods within working 
guidelines.

•	 will be well organised and methodical, typically planning 
over one academic term or more.

•	 will have an awareness of GDPR and the importance of 
confidentiality and discretion on issues linked to home/
pupil/teacher/school.

•	 will be happy to work both independently and as part of 
a team.

•	 will be able to adapt to a school environment.

These qualities and competencies will be assessed via the 
candidate’s application, interview and professional references 
and, where relevant, will be verified via copies of qualifications 
and successful safeguarding checks.

Job Description:
The main activities and responsibilities of the Careers Adviser 
and Coordinator are:

Careers Education, Information, Advice and Guidance 
•	 Establish and implement a clear and coherent Careers 

and Guidance strategy in conjunction with the Assistant 
Head (Curriculum).

•	 To provide independent information, advice and 
guidance to pupils in all years.

•	 Co-ordinate pupils’ careers interviews for 5th Year and 
Sixth Form and arrange appointments for pupils from 
any year group, to suit the enquirer.

Job Description - Careers Adviser and Coordinator
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Careers Education, Information, Advice and Guidance 
•	 To regularly update 6th Formers, the 6th Form team 

and 6th Form Tutors on all resources and events 
available for further progression, including admissions 
to universities and other institutions (in the UK and 
abroad), apprenticeships, traineeships, sponsorships 
and employment.

•	 To liaise with Heads of Departments to include 
information, advice and guidance within departmental 
areas to support options decisions and career/course 
choices.

•	 To support Head of Life Choices and Heads of Year to 
plan, manage and co-ordinate the School’s Careers 
programme.

•	 Lead sessions in assemblies, classrooms and small 
groups as required.

•	 Provide support and guidance to pupils and parents 
at appropriate events including, but not exclusively, 
parents’ evenings and options evenings and the L6th 
Post 18 evening.

•	 To coordinate the access to suitable careers advice 
software, such as Unifrog. Facilitate and update software 
and login details and ensure these are available to 
students and staff.

•	 To ensure CEIAG literature is available and regularly 
updated and replenished.

•	 To offer CEIAG support to pupils during break/
lunchtime/after school to minimise impact on academic 
learning.

•	 Ensure staff, pupils and parents are aware of CEIAG 
support and availability and lead sessions to raise 

awareness as appropriate.
•	 Coordinate events such as the biennial Careers Fair, 

Mock interview morning and frequent networking 
events for pupils and their parents.

•	 Establishing links with employers at the national and 
local level and encouraging opportunities for pupils to 
gain insight and experience.

•	 Ensure effective communication via use of the Friday 
bulletin and school website.

•	 Attend meetings, training and seminars when 
appropriate.

•	 Respond suitably, with encouragement, and efficiently 
to lines of enquiries via email or telephone from parents 
and pupils throughout the school year.

•	 Set up and maintain a database of useful contacts 
including parents and former pupils.

•	 Advise re GCSE/ A Level/ Post-18 options choices (often 
after public examination results are issued). This will 
require up to five days per annum spent in school 
during official school holidays.

•	 Lead on the establishment of a community programme 
to include a broad spectrum of events and experiences.

•	 To liaise regularly with the Marketing Department and 
identify opportunities for promoting this aspect of the 
school’s provision.

Work Experience
•	 To lead in conjunction with the Head of Sixth Form, 

a work experience programme for all students in KS5 
during the summer holiday.

•	 To liaise with employers to arrange suitable work 

placements for students.
•	 To organise interviews between students and 

employers, and interview students if appropriate.

Additional Curriculum Opportunities
•	 Support Heads of Year with additional student 

opportunities such as NCS.
•	 Attend associated meetings to support the additional 

curriculum opportunities as required.

The job description is not exhaustive and will be reviewed 
on a regular basis, when changes may be made to reflect the 
needs of the school and the expertise of the post-holder. 

Job Description - Careers Adviser and Coordinator

4

“My employers are all impressed 
with how confident I am, even 

when dealing with senior execu-
tives and board members. I put 

that totally down to Bablake.”
Former Pupil

Job Description continued:



Working at Bablake
Staff are all well-qualified and enthusiastic, and have high 
expectations of themselves and their pupils. There is a 
staff: pupil ratio of 1:10. We received another outstanding 
inspection report in March 2014: “The school fully meets its 
aims of developing character, intellect and physical well-
being within a happy, scholarly and caring community.” 
The school has a strong reputation for pastoral care, and 
teaching staff are committed to co-curricular activities. This 
willing participation is recognised through the Coventry 
School Allowance. Generous fee remission for the children 
of permanent staff is available at all Foundation schools 
(from age 3) subject to a minimum number of hours 
worked. There is an excellent and loyal support staff, who 
understand their vital role in contributing to pupils’ growth 
and achievements. All staff benefit from free membership 
of our on-site Sports Club.

Do consult our website (www.bablake.com) for a fuller 
description of the school, and for our latest news. Our most 
recent ISI inspection report can be found on our website or 
at www.isi.net. 

Child Protection
The post-holder’s responsibility for promoting and 
safeguarding the welfare of children and young persons for 
whom he/she is responsible, or with whom he/she comes 
into contact will be to adhere to and ensure compliance 
with the school’s Child Protection Policy at all times.  If in the 
course of carrying out the duties of the post the post holder 
becomes aware of any actual or potential risks to the safety 
or welfare of children in the school he/she must report any 
concerns to the school’s Designated Safeguarding Lead or 
to the Head.

Safeguarding
Bablake School is committed to safeguarding and 
promoting the welfare of children and young people, and 
this is reflected in its recruitment procedures. Successful 
candidates for posts are required to undergo an enhanced 
DBS disclosure.

Appointment Process
An application form, accompanied by a covering letter 
and curriculum vitae, should reach the Headmaster as 
soon as possible, and no later than 9am, Monday 16th 
September. Interviews are likely to take place shortly 
thereafter.

Please e-mail your application to: hmsec@bablake.
coventry.sch.uk. There is no requirement to post a hard 
copy at this stage.
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