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Role title:			CDI Project Associate Scotland

Location:	Home-based with occasional travel across Scotland and occasionally the UK.

Reports to:			Chief Executive

Primary role function:	Acting as the CDI’s Associate for Scotland, supporting members and stakeholders across Scotland and providing feedback on the career development environment in Scotland to the CDI leadership, team and publications.

Terms and remuneration:     	Two days per month at £425 per day. 12-month contract. 

About the CDI:
The Career Development Institute (CDI) is the UK’s professional body for the career development sector with around 5,000 members. Our purpose is to set standards, advocate for and promote high quality career development for all.

Our members help people define their career goals, identify their strengths and development needs, and choose the right pathway to gain the skills they need to progress. The cumulative effect of these millions of careers interventions each year helps address social mobility and economic issues such as workforce skills shortages, productivity challenges and moving to a net zero economy.

Membership of the CDI brings a variety of benefits, including gaining qualifications, a wide range of continuous professional development (CPD), recognition on the UK Register of Career Development Professionals (the Register), key resources to support practice and policy, the latest sector news and access to communities of professionals. 

As a UK-wide organisation the CDI is committed to supporting members and the profession across the UK. As well as the general benefits available to all members, the CDI offers additional support for members in Scotland through our Project Associate for Scotland. 

We are committed to enabling everyone working at the CDI, in the profession and among clients to thrive. We therefore encourage diversity within the sector and would particularly welcome applications from individuals from under-represented communities – see ‘Working for the CDI’ at the end of this advert.

Role summary
The Project Associate Scotland plays an important role in supporting CDI members in Scotland as well as providing feedback on the career development environment in Scotland back into the CDI leadership and team.

The role actively engages with key stakeholders across Scotland, whether they are directly involved in the delivery of career development or working in related areas such as education, skills and employment. This includes building relationships with stakeholders across Scotland, running a forum for stakeholders to discuss key topics, holding regular meetings with key individuals and attending events related to career development. It also includes working with key organisations in Scotland to develop and deliver the online CDI Scotland Student Conference annually.

The role includes contributing to a number of CDI publications, including the Scotland update for the quarterly Career Matters magazine and providing news items for the Careers News section of the CDI website.

The role also provides support to Skills Development Scotland, including regular meetings with key representatives, agreeing and organising/delivering CPD specifically to meet their needs and helping resolve any issues or supporting any opportunities to enhance their membership.

The Project Associate is a standing member of the CDI Members Advisory Council, attending twice-yearly meetings with the Project Associates for Wales and Northern Ireland, Regional Representatives from across England and members of the CDI Board and leadership. This is an opportunity to share perspectives from members and the wider careers, education, skills and employment environment in Scotland, as well as contribute to discussion around strategic topics.

The role also supports occasional projects and activities related to members in Scotland.

Key accountabilities

· Organisation and chairing of the Scotland Forum webinars three times a year, including agreeing topics with the Chief Executive, sourcing speakers, sending invites and chairing the sessions.
· Work with joint hosts to develop and deliver the CDI Scotland Student Conference.
· Providing support to Skills Development Scotland and their employees as CDI members, including regular stakeholder meetings, arranging and (where relevant) delivering CPD sessions, supporting membership queries and inputting SDS feedback to the CDI leadership and team.
· Providing the quarterly Scotland update for Career Matters.
· Providing news items related to Scotland for the Careers News section on the CDI website on a twice-monthly basis.
· Representing Scottish members at the twice-yearly CDI Members Advisory Council.
· Representing the CDI at relevant meetings and events in Scotland to build member and stakeholder relationships and champion the career development profession.
· Potentially represent the CDI on the Careers Collaborative group.
· The postholder may have the opportunity to be media trained to enable them to act as a CDI spokesperson in the media, usually focused on Scottish media but with the potential to support media activity across the UK.

Person specification

Shown below are the essential and desirable specifications for the role.

	
	(E)ssential
(D)esirable

	Qualifications
	

	1. Hold a career guidance/development qualification to at least QCF Level 6/SCQF Level 11 or above
	E

	2. Membership of the CDI and ideally on the UK Register of Career Development Professionals
	E

	Experience
	

	3. Working in career development in Scotland
	E

	4. Development and delivery of a calendar of online meetings that meets the needs of a diverse range of stakeholders.
	D

	5. Building effective relationships with a wide range of individuals and organisations.
	E

	6. Managing relationships with key stakeholder organisations to provide support and grow the impact of their membership.
	D

	7. Presenting at events, leading discussions and chairing meetings.
	E

	Knowledge
	

	8. Career development policy and practice in Scotland.
	E

	9. Wider education, skills and employment policy and trends in Scotland.
	D

	10. Understanding of professional development, methods of CPD delivery and areas of development required for effective career development practice.
	D

	Skills
	

	11. Able to engage positively with a variety of stakeholders and manage relationships effectively.
	E

	12. Excellent communication skills, both verbal and written, for a range of audiences
	E

	13. Able to identify initiatives and actions to further develop the CDI’s relationships with members and stakeholders in Scotland.
	D

	14. Ability to work effectively with the CDI team to develop support and delivery for members in Scotland.
	E

	15. Able to champion the value of the career development profession, speaking at events and meetings.
	E

	16. Project management skills to deliver key projects and initiatives.
	D

	Personal Qualities
	

	17. Self-motivated, energetic, enthusiastic and able to use own initiative
	E

	18. Flexible and able to multi task
	D

	19. Commitment to own learning and continuous improvement
	D

	20. Adaptable and team–orientated – willing to step outside the role and support other team members when required
	D

	21. Confident and persuasive manner
	E

	Other
	

	22. Able to travel throughout the Scotland and occasionally the rest of the UK to attend meetings with potential overnight stays.
	E




Working for the CDI

Our members help people from across society to thrive in their careers and lives. As their professional body we are led by our values:
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CDI members and staff are required to abide by the CDI Code of Ethics, holding each of us to the high standard expected of a valued profession.

The CDI’s Equity, Diversity and Inclusion strategy sets out our work to welcome, encourage and enable people from diverse communities to succeed in the career development profession. In our recruitment we encourage applications from candidates from under-represented communities, and if you require any assistance during the application process, please contact david.morgan@thecdi.net.
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VALUES

We hold ourselves to the
highest standards of
professionalism, integrity and
ethical practice, leading by
example for the sector.

We operate and promote an
inclusive culture where
everyone can thrive,
respecting others and
working collaboratively to

realise the best for everyone.

We strive to advance
professionalism in career
development, seeking to

increase our benefit to
members and working
closely with our stakeholders
to raise the status of career
development.

We actively demonstrate and
evidence the value that the
profession offers; engaging

and inspiring colleagues,
stakeholders and the public
about career development
expertise.




