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Adult Guidance Counsellor

Job Description

Key Tasks:

· To develop and deliver a programme of guidance provision to individuals and groups which supports the aims and objectives of the Donegal Adult Learner Guidance and Information Service.

· To establish effective links with relevant agencies from the statutory, voluntary and community sectors to exchange information, develop partnership working and support client progression.

· To contribute to the development and implementation of a quality and evaluation framework and to the strategic development of the project.

· To participate in appropriate continuous professional development and training as agreed with the project management.

Accountabilities:

· The post-holder will report to the Adult Guidance Co-ordinator.

· Support for other project staff as agreed

Responsibilities:

1.
To develop and deliver a programme of guidance provision to individuals and groups, which supports the aims and objectives of the Donegal Adult Learner Guidance Service:
· 
deliver an appropriate range of guidance service provision which includes information, advice, support, guidance and counselling to clients.

· 
undertake assessment, action planning and progress review with clients.

· 
operate effective client referral procedures, internally and externally to the project. 

· 
contribute to the provision of sources of information on appropriate learning, training and employment to clients and associated client support, such as funding, childcare etc.

· 
maintain accurate records and client documents within the boundaries of confidentiality.
·  to provide support and advice in the field of guidance and counselling to staff in Further Education and Training centres, and support the development of an integrated curriculum of learning, guidance and progression.
·  to assist in the management of resources, e.g. financial, premises, materials, personnel etc as appropriate, relevant to the needs of the local programme.

·  any other duties appropriate to the needs of the local scheme as may be assigned by the Adult Guidance Co-ordinator or CE/Director of FET/AEO for the effective and efficient management of resources.
2.
To establish effective links with relevant agencies from the statutory, voluntary and community sectors to exchange information, develop partnership working and support client progression.

· 
establish and maintain links with local and national learning and training providers, agencies who offer support to clients and other guidance projects and employers.

· 
participate in local and national networks, partnerships and committees as appropriate.

· 
contribute to presentations, events, training and conferences with other agencies as appropriate.

·  to share good practice from the sector and supporting the mainstreaming of relevant lessons into national policy and practice.

·  to act in a representative capacity if required on matters relating to adult educational guidance.

· 
identify and report on gaps in guidance service provision and learning/training provision.

· 
contribute to marketing activities, which promote the project to target client groups and other agencies in the area

· 
contribute to the production of publicity materials.

· 
undertake appropriate activities to publicise and market the services of the project to: 

· existing service users.

· clients in agreed target groups

· new client groups as agreed by the project management.

· staff in other statutory, voluntary and community agencies.

· appropriate national groups.

3.
To contribute to the development and implementation of a quality and evaluation framework and to the strategic development of the project.

· 
maintain required records to contribute to monitoring, research, client tracking and client feedback.

· 
contribute as required to the ongoing monitoring, review and evaluation of the project delivery and development.

· 
contribute to the identification of gaps in provision and methods of delivery which can inform developments.

· 
prepare regular activity reports and submissions in consultation with the Adult Guidance Co-ordinator or CE/Director of FET/AEO as appropriate.
· 
participate in the planning of service delivery to agreed client groups and agencies. 

4.
To participate in appropriate continuous professional development and training as agreed with the project management.

· 
undertake agreed staff development and training identified to ensure competent performance of duties.

· 
maintain awareness of ongoing developments at local and national level.

· To engage with the ETB performance management and development appraisal process

· 
review practice and performance with the support of a nominated caseload supervisor.

Qualifications, Experience and Personal Qualities
Essential

· experience in adult/further education and training, teaching, employment service, youth work, community development or social science 
· a primary degree and a Post Graduate Diploma in Careers Guidance or Careers Guidance and Counselling or a Masters of Education (Guidance) or a Master of Science in Counselling or equivalent post graduate qualification recognised by the Irish Association of Counselling and Psychotherapy or the Institute of Guidance Counsellors. 

· a basic competency in the Irish language 

· 
an understanding of the needs of the target groups.

· 
a genuine commitment to a person centred and holistic approach to working with clients.

· 
commitment to improving access to educational opportunities and progression for all adults.

· 
knowledge of learning, training and employment opportunities and the range of services/support available to the client target groups.

· 
ability to liaise with and to establish good relationships with a wide range of clients, agencies and staff.

· 
proven communication and presentation skills both orally and in writing to a wide range of recipients.

·  ICT skills for preparation of word and excel documents and use of client database.

· 
organisational skills and the ability to manage own workload with the minimum of supervision.

· 
ability to maintain effective client records and operate within confidentiality boundaries.
· 
ability to maintain effective project management and evaluation records and procedures.

· 
ability to work as a member of a team and on own initiative.

· 
ability to operate flexibly in a range of tasks.

· 
full driving licence and access to a car.

Desirable

· experience of delivering educational guidance to adults.
Salary



€ 41,474 - € 59,390

€ 37,327 - € 59,390 (new entrants)

Hours of Attendance
Adult Education Guidance Counsellors should work for 37 hours per week. Attendance should be at such times as necessary for the delivery of the Adult Education Guidance and Information Service.  Attendance outside of normal hours will be by prior agreement with the CE/Director of FET/AEO of the ETB, (or the project managing authority in other cases) and will be offset against normal hours attendance. Where at least 25% of annual attendance time is outside of normal hours, an additional three days annual leave will be allowed in the year in question. 

Annual Leave
Adult Education Guidance Counsellors shall have 30 days annual leave, excluding public holidays.  Annual leave shall be taken in accordance with the needs of the Donegal Adult Learner Guidance and Information Service, determined by the Adult Education Officer.
