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Job Description

Job title | Careers Coach (Alumni)
Department | WBS CareersPlus & Employer Relations
Grade | FA6

Job purpose (a
brief summary
of the role)

You will be joining a collaborative WBS CareersPlus & Employer Relations team where
employability is central to the student experience and where work has clear, visible
impact. The role involves supporting engagement with international students, employers,
alumni and partners, contributing to career coaching delivery, employer engagement
activity, events and communications. You will work in a supportive environment where
initiative is encouraged and high-quality delivery is valued, with opportunities to
contribute to a range of international careers activities and see the outcomes of your
work across the student and employer community

Duties and
responsibilities

Working within the CareersPlus & Employer Relations team, this part-time (2 days per
week) role supports the delivery of International Careers activity across WBS.

Working closely with the International Careers Manager, the role provides careers
coaching and workshop delivery to international students across UG, MSc and MBA
programmes, and contributes to international employer engagement activity across
multiple global markets through outreach, coordination, and engagement activities that
support employer pipelines and the delivery of international careers events.

Coaching, Guidance and Programme Delivery

e Deliver one-to-one careers coaching appointments for international students at
different stages of their career journey

e Support students in identifying career goals and developing practical job search
strategies, including CVs, cover letters and interview preparation

e Contribute to the design and delivery of international careers workshops,
webinars and market insight sessions

e Support development of digital careers resources, including international careers
content

e Work with colleagues to enhance international students’ engagement with
careers programmes and resources

International Employer Engagement

¢ Contribute to international employer engagement activity across key global
markets through outreach and coordination activities

e Support communication with employers, including follow-ups, scheduling, and
engagement coordination

e Assistin maintaining employer pipelines and updating CRM systems

¢ Support delivery of employer-facing events and engagement activities (virtual and
in-person)

e Work flexibly across multiple regions to support ongoing employer engagement
activity and events




Insight and Data
e Maintain accurate records of careers interventions and engagement activity
e Support monitoring and reporting of employer engagement and student
participation data
e Contribute to understanding of global graduate labour market trends to inform
student support

General
o Undertake other comparable duties and projects across the WBS CareersPlus &
Employer Relations team as directed by the CareersPlus Director and
International Careers Manager




Person Specification

The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications required to
undertake the role effectively. This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, (d) Presentation.

Essential Essential Criterion Description Measured by
Criterion No.

E1 An honours degree or equivalent. A

E2 Proven experience in career coaching, employer engagement, HR, executive A&C
search or talent management, ideally gained within a business school, university or
corporate environment with strong higher education links.

E3 Experience providing coaching, guidance or advisory support to international A&B
students or global talent cohorts on career development, applications and
decision-making, with exposure to employer engagement, client relationship
management or recruitment activities.

E4 Excellent interpersonal and communication skills (written and verbal), with the A,C&D
ability to build rapport quickly with students and external employer stakeholders.

E5 Experience of designing, delivering or supporting careers-related programmes, A,C&D
workshops, events or engagement activities, with the ability to coordinate
effectively with a range of internal and external stakeholders.

E6 Ability to work under pressure, individually and as a team member, with flexibility A,C&D
and organisational skills to adapt to the needs of multiple stakeholders and
situations, and deliver high-quality outcomes while meeting high expectations from
clients.

E7 Good understanding of graduate and early talent recruitment processes, employer A,C&D
expectations and global employability trends.

E8 Demonstrated project management skills, including planning, coordinating A,C&D
stakeholders, and delivering to deadlines.

Desirable Desirable Criterion Description Measured by
Criterion No.
D1 Postgraduate qualification in business discipline, coaching or CIPD or equivalent. A&C
D2 Fluency in English plus at least one additional language relevant to international A&C

student or employer markets (e.g. Hindi, Arabic or other global business
languages).




