Job Profile
Job Title:

Professional Adviser

Purpose of the Job:
To provide impartial information, advice and guidance with the aim of broadening career
horizons, supporting the personal development needs of individuals to enable them to make
effective decisions and take positive action resulting in progression to education, employment
and training.
To work with individuals who are in education, training, employment or unemployment;
specific roles may vary according to the needs of particular client groups.
Work in professional networks to provide coherent and seamless services to individuals; these
may include education and social care professionals, employers, training providers, job
centres and community services.
Identify opportunities for business development.
To develop and implement customer/ client feedback strategies to inform the design and
delivery of the service.
Principal Duties and Responsibilities
1. Promote and apply the safeguarding and welfare of children, young people and vulnerable
adults in accordance with GMCP’s Safeguarding policy and procedures.
2. Provide face to face or remotely accessed information, advice and guidance on careers,
personal and social issues resulting in improved outcomes of clients/customers. Some
professional roles will vary according to the specific needs of customers or clients.
3. Manage a caseload/workload to ensure individual and service targets and deadlines are met
while maintaining excellent client accounting practices to ensure individual client/customer
satisfaction.
4. Maintain excellent partnerships in order meet the needs of service commissioners; these will
include individual local authorities, schools, colleges, employers and other providers including
Jobcentre Plus.
5. Build respectful and trusting relationships with individuals, including with those who face
difficulties and disadvantage in their progress through life, learning and work.
6. Undertake assessments of client/customer needs using individual diagnostic approaches and
tools, in order to agree and record action plans with individuals, finding the best ways to help
them achieve successful transitions, develop confidence and overcome barriers.
7. Maintain an accurate and up to date record of client and customer interaction and progress
using the required GMCP customer relationship management system.
8. Undertake research and continually update understanding and knowledge of employment and
learning opportunities through local, regional, national and international careers, learning and
labour market information.

9. Undertake regular monitoring and reviews of performance based on client/customer access,
progress and satisfaction, and account to a line manager for support and supervision.
10. Maintain excellent communications with managers and peers and contribute to continuous
improvement of the Company, through active use of the GMCP intranet, team briefings and
consultations.
11. Adhere to GMCP code of conduct and all policies and procedures, which include Health and
Safety, Equality, Dignity at Work, Risk Management, Data Protection and Confidentiality.
12. Undertake mandatory training and other relevant training as agreed to guarantee continuous
professional development and best practice.

