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CV Adviser (3 Posts)
	Choose/type an item or delete row.	Careers Service (www.strath.ac.uk/professionalservices/careers/)

	Choose/type an item or delete row.	Student Experience and Enhancement Services (www.strath.ac.uk/sees/)

	Staff Category
	Administrative and Professional
	Reference No
	Click here to enter text.

	Reports To
	Senior Careers & Employability Consultants
	Grade:
	5

	Salary Range:
	£23067 - £25941(pro rata)
	Contract Type:
	Fixed Term 7 Months

	FTE
	0.17 (6 hours per week)
	Closing Date
	Wednesday 23rd June at Midday



Job Advert
The Careers Service requires a postgraduate research student who will be continuing studies throughout academic session 2021/22 to assist students and graduates to develop the presentation of their CVs, cover letters and applications. 
Training will be provided so that the advice given meets the high standards set by the Careers Service.  The successful candidate will be expected to work 2 x 3 hour (weekly) blocks, with exact working pattern subject to negotiation.  The planned pattern of the CV and Application Checking Service for 2021/22 is expected to be: 
10am – 1pm	Wednesday, Thursday and Friday
1.30 – 4.30pm	Monday, Tuesday, Thursday 

Job Description
Main Activities/Responsibilities:
	1.
	Amending CVs in accordance with best practice
	2.
	Advising students on how to tailor their CVs 
	3.
	Providing verbal feedback to students in 1:1 sessions and delivery of group sessions
	4.
	Advising students on application forms and covering letters in accordance with best practice
	5.
	Carrying out related projects (e.g. updating CV materials), where time allows


Person Specification
	Educational and/or Professional Qualifications
(E=Essential, i.e. a candidate must meet all essential criteria to be considered for selection, D=Desirable)
	Essential/ Desirable
	Assessment Method

	Postgraduate research student who will be continuing studies throughout academic session 2021/22	Essential	Application/CV
	Experience
	
	

	Previous experience of teaching, instructing, mentoring or coaching in an academic or another setting	Essential	App/CV/ Interview
	Job Related Skills and Achievements
	
	

	Excellent standard of presentation in their own CV	Essential	App/CV/ Interview
	Ability to relate well to students from all four Faculties	Essential	App/CV/ Interview
	Excellent oral and written communication skills	Essential	App/CV/ Interview
	Excellent English spelling, punctuation and grammar	Essential	App/CV/ Interview
	Excellent time management	Essential	Interview
	Personal Attributes
	
	

	Reliability	Essential	Interview

Other Information
Please submit a CV and a covering letter by e-mail, stating CV Adviser Application, in the subject line to yourcareer@strath.ac.uk by midday on Wednesday 23rd June 2021.
Informal enquiries about the post can be directed to the Careers Service via yourcareer@strath.ac.uk

Formal interviews for this post will be held on Monday 5th July 2021.
Further information on the application process and working at Strathclyde can be found on our website (http://www.strath.ac.uk/hr/workforus).
Conditions of Employment
Conditions of employment relating to the Administrative and Professional staff category can be found at: Conditions of Employment.
Rewards and Benefits
Our staff have access to a wide range of outstanding benefits that include financial rewards, family friendly and wellbeing benefits and career development opportunities, details of which can be found here.
Probation
Where applicable, the successful applicant will be required to serve a  probationary period.
Pension
The successful applicant will be eligible to join the Local Government Pension Scheme (LGPS) in Scotland. Further information regarding this scheme is available from Payroll and Pensions.
Relocation
Where applicable, the University offers a relocation package to support new employees who meet the eligibility criteria. The relocation package is offered as a contribution towards costs incurred, and is designed to be flexible, allowing staff to use the financial support available in the way that will be most helpful to them. Further details are outlined in the Relocation Policy.
Equality and Diversity
We value diversity and welcome applications from all sections of the community.
The University currently holds a Bronze Athena SWAN award, recognising our commitment to advancing gender equality in academia across all academic disciplines and professional and support functions.
University Values
The University’s Values capture what we’re all about: who we are, what we believe in and what we stand for. Our Values have been derived from how we act and how we expect to be treated as part of Strathclyde.	
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The University of Strathclyde is a charitable body, registered in Scotland, number SC015263	1
the place of useful learning 	Choose
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