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Headmaster T N M Lawson MA

Head of Futures


Job Description

1. Job Title:		Head of Futures

2. Line Manager:	The Deputy Head (Academic), reporting to the Headmaster and Board of 
				Governors.

3. Job Summary:	To sustain and improve the quality of education and care provided to
pupils with regard to their higher education, career aspirations, and acquisition of life skills.

4. Responsibilities:


Overview

The Head of Futures is responsible for developing and implementing an effective strategy to coordinate pupils’ acquisition of life skills and support their preparation for higher education, career, and later life. From a broad base it is expected that each pupil will increasingly feel personally supported towards their individual education and career aspirations, empowering them to make informed choices that will help them achieve their future goals.

It is expected that Eastbournians will be open-minded and enthusiastic about their choice of career and the professional opportunities which may become available to them. Pupils will have high, but achievable, aspirations to enter careers which interest them and should feel well-prepared for the nature of the world of work and understand the demands and opportunities that the future economy may hold for them. A key component of the role will therefore be inculcating a sense of self-responsibility in pupils so that they can make confident decisions about their education and career futures.

Specific responsibilities include: 

A. Develop and coordinate the Eastbourne Passport for life and career readiness

a) With the Headmaster and SMT, and appropriate software and IT support, develop a leading edge system to track end encourage life skills in pupils throughout their time at the College.
b) Operate the Eastbourne Passport programme, encouraging pupils in their ambitions through achievements recorded in the Passport, and dynamically presenting to parents the benefits of the programme.
c) Coordinate and monitor the contributions of other department / activity heads to the Passport, e.g. a ‘service’ track with the CCF contingent commander and the head of charities, the ‘health and wellbeing’ track with sports staff, etc.
d) Work with pupils successfully to translate the achievements recorded in the Passport into personal statements and CVs. 
e) Liaise with the Head of Enrichment and others to ensure high achievement recorded on the Passport is recognised in prizes and suchlike. 

B. Access to higher education (UK universities)

a) To have overall responsibility for all aspects of the UCAS process for pupils in years 12 and 13.
b) To help advise pupils and their parents on appropriate university choices and proposed course(s) of study.
c) To work alongside tutors to give close advice to year 13 pupils on the development of their UCAS personal statements.
d) To support Hsms or tutors in the preparation of UCAS references of the highest quality.
e) To oversee the successful and efficient use of Bridge-U software to monitor and manage pupils’ university applications, providing ad hoc reports to SMT as requested.
f) To arrange mock interviews for UCAS applicants, as appropriate.
g) To liaise with the Examinations Officer and relevant Heads of Departments on the preparation for and administration of, aptitude tests e.g. LNAT, BMAT etc.
h) To liaise with the Examinations Officer and relevant Heads of Departments on the preparation for and administration of, any other higher education entrance tests.
i) To advise pupils and their families on appropriate careers fairs, university open days, subject workshops and any residential courses linked to their proposed area of study.
j) To provide support and guidance for Old Eastbournians (OEs) making UCAS applications after they have left the school.


C. Careers guidance

a) To work with the Careers and Work Experience Coordinator, Heads of Departments, pupils and parents to advise on choices at 14+, 16+ and 18+ to support pupils’ decision making at these critical points in their development.
b) To oversee facilities and resources for careers information, education and guidance, creating an environment in which pupils feel confident and well-supported.
c) To encourage pupils to take advantage of all the careers opportunities presented to them.
d) To oversee the COA Centigrade (or similar alternative) testing programme(s) and any external validation of pupils’ recommended career pathways.
e) To work alongside the Careers and Work Experience Coordinator and development office to organise the annual Careers Convention and to arrange an informative, relevant programme of careers talks/lectures/workshops.
f) To offer advice to pupils on how to construct a persuasive letter of application and clear, coherent CV.
g) To attend parents’ evenings to ensure that appropriate careers advice or information is available to pupils and their families.



D. Provision for the gifted and talented

a) To work hand-in-glove with the Head of Enrichment to develop a rigorous programme of enrichment and challenge for aspiring Oxbridge candidates.
b) To help the Head of Enrichment monitor and support tutors in providing subject-specific enrichment to their Oxbridge tutees.
c) To help the Head of Enrichment arrange an annual visit to Oxford or Cambridge to provide an immersive experience for aspiring applicants.
d) In collaboration with other schools and the Eastbourne Schools Partnership (ESP) assist the Head of Enrichment in making arrangements for practice interviews with experienced subject teachers / Oxbridge graduates.
e) To oversee entrance testing as described in sections 4A (g) and (h) above.
f) To assist pupils in making scholarship applications e.g. those with musical, dramatic or sporting talents. 


E. Provision for those interested in medicine or medicine-related careers

a) To actively promote the College’s provision as a school of pre-medicine (ESPM) among the ESP and to the wider, regional community.
b) To help the Head of Enrichment sustain, develop and improve the College’s programme of enrichment for aspiring medics, dentists, veterinary scientists, physiotherapists, pharmacists, nurses and other para-medical professionals to enhance the school’s reputation as a centre of scientific excellence.
c) To offer assistance to aspiring pupils in securing appropriate work experience to enrich their preparation and strengthen their university applications.
d) To help the Head of Enrichment make arrangements for preparatory interviews with practising medics, dentists, veterinary surgeons or other para-medical professionals, as required.
e) To support tutors and teaching staff in preparing pupils for university aptitude/entrance tests as described in section 4A (g) above.


F. Access to higher education abroad

The College is particularly keen to support pupils wishing to make application to leading universities in the United States of America.

a) Evaluate and develop the provision of US university advice and review SAT support and examination provision.
b) If a suitable appointee is in the post of ‘Graduate Debater in Residence’, line manage their contribution to US university preparation.
c) To monitor and manage pupils’ university applications using the Bridge-U platform as described in section 4A (e) above.
d) To give timely advice to pupils regarding the school’s location, cost, academic programs and majors and campus life in general.
e) To make suggestion of resources to support pupils and their families’ decision-making when considering studying abroad (e.g. EducationUSA).
f) To help pupils prepare for SAT, MCAT or other entrance tests e.g. through the Khan Academy or similar, reputable resource.
g) To assist pupils in assembling their applications, helping collate any additional information as required.
h) To advise and assist pupils in understanding how they will finance their course of study, including making any appropriate scholarship applications.
i) To advise and assist pupils in understanding any visa requirements to enable them to study abroad.

G. Networking

a) To promote effective links with parents, OEs and the development office to encourage, as appropriate, their involvement in the College’s careers and higher education provision.
b) To work in collaboration with colleagues within the ESP to share best practice.
c) To work with the Eastbournian Society and development office to arrange and support career networking opportunities within professions that are aligned to pupils’ career aspirations (recent events include: medicine, banking, insurance, sales/marketing, shipbroking, law).
d) To foster links with universities / admissions tutors / careers advisors to enable the most effective transmission of up-to-date, practical information to pupils in the school.


H. Wider leadership

a) To develop a professional profile of excellence, high-value support and availability to pupils and parents at any reasonable time.
b) To contribute to whole-school strategic planning for the development of higher education and careers provision at the College in consultation with the Deputy Head (Academic) and Headmaster.
c) To work alongside the Head of Life & Learning and Head of Enrichment to ensure that there is consistent and effective progression in pupils’ career advice/education embedded within the life & learning skills curriculum.
d) To work with the Head of the Duke of Edinburgh scheme and the Head of Activities such that pupils are encouraged to develop holistic skills that will enhance their downstream higher education and career opportunities.


I. GAP years, internships and work experience

a) To work alongside the Careers and Work Experience Coordinator to provide a beneficial programme of work experience for Yr 11 pupils following their GCSE exams.
b) To work with the Careers and Work Experience Coordinator to help individual pupils seek out work experience opportunities aligned to their future career aspirations.
c) To advise pupils on available internship opportunities aligned to their education or career goals, both under- and post-graduate.
d) To arrange an annual GAP conference to inform pupils of personal development opportunities available to them through experiential education when they leave the College.


J. Administration

a) As a professional leader, represent the school in all matters relating to higher education and careers, both internally and externally.
b) To work alongside the Director of Marketing and Communications to ensure the wide promotion of the College’s careers and higher education provision.
c) To make an annual budget bid for higher education and careers, and to be responsible for the monitoring and management of expenditure against it.
d) To assist the Deputy Head (Academic) in the annual appraisal of staff working within the department, establishing clear targets for performance management and professional development.
e) To assist the Deputy Head (Academic) and Examinations Officer in providing a post-results service to A level pupils, assisting with university applications, clearing procedures and enquires about results (EARs) as required.
f) To assist Hsms on advising pupils when confirming A level choices following publication of GCSE results in August.
g) To assist the Director of Admissions on suitable programmes of study for new pupils, as required.
h) To work alongside the Director of Admissions and the Director of Marketing and Communications in hosting the sixth form information morning and other open events.
i) To be responsible for the review and update of all literature relating to higher education and careers at the College.


5. Pastoral

a) To promote and uphold the College’s core values through the care and welfare provided by careers and higher education provision in the school.
b) To support the development of all pupils through the unspoken curriculum (the way pupils learn to treat each other and the way they are expected to behave).
c) To serve as a tutor in a day or boarding house as directed by the Deputy Head (Pastoral).
d) To attend chapel and any other school congregational events as requested by the Second Master.
e) To assist the Headmaster, Second Master and Deputy Head (Pastoral) on the selection of pupil leaders in the school.



6. General

a) To chair regular meetings of staff working in the careers and higher education departments.
b) To be the line manager of the Careers and Work Experience Coordinator.
c) To be a member of the Heads of Departments Committee.
d) To attend staff meetings as requested by the Headmaster.
e) To carry out any other duties associated with the role as reasonably requested by the Headmaster or Senior Management Team.


This job description may be altered to meet changing educational context at the discretion of the College.
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