Oxford Brookes University Careers Centre Good Practice Guide to working with Academic Departments

There is a long history of effective collaboration between the Careers Centre and academic departments at Oxford Brookes. 

The Careers Centre exists as a central provision meeting the needs of students, undergraduate and postgraduate, from across the university. Its role is to ensure students are employable by enabling them to make and implement informed career decisions based on real reflection on what they have learned at university and from other experience and to access the opportunities open to them. 
The Careers Centre maintains formal and operational relationships with each department to promote to students the central provision, and to develop and deliver support that is tailored to the needs of students in each department.

The value of this collaboration is more important than ever given the interest from all quarters in the quality of the outcomes for students from their higher education experience.

This paper outlines what is done by the Careers Centre centrally, and in departments. It details what the Careers Centre seeks from academic departments in this collaboration and it explores areas where future provision and collaboration could develop.

The paper has been drafted in recognition of the fact that the University is exploring changes in the curriculum and in the ways in which students are prepared for their lives after Brookes. It should be reviewed regularly to reflect continuing developments in teaching and learning, government agendas and labour market changes.

Context.

The importance of effective support for students’ career development while at university has been brought into focus by a number of developments in recent years.
The introduction of student loans and fees has meant that students are more conscious of the need to link their learning with employability.
The Government’s interest in the employability of students has resulted in the Employment Performance Indicator which enables a comparison - albeit crude - of university performance in preparing their students for their role in the economy. It is understood that this measure has some influence on institution and subject choice, being used by prospective students and their advisers.
Factors such as ‘student support and guidance’ and ‘student progression and achievement’ have been familiar elements of the QAA subject reviews in recent years. The QAA’s code of Practice on Careers Education, Information and Guidance, makes explicit the need for careers support for students to be an institution-wide, integrated activity, involving academic departments as well as a central careers service, defined in the institutional policy for career education, information and guidance (CEIG Policy, Jan 2003 attached).

More significant than these recent developments is the university’s desire to provide opportunities that enable our students to continue to thrive in the careers that they establish after Brookes. Having graduates that are successful in the world and in their chosen fields will inevitably be beneficial to the university’s standing and development. Feedback that we receive directly and informally indicates that students want careers issues to be given a higher profile in their academic departments. The purpose of this paper is to clarify how the Careers Centre as a central provision works with departments to meet this need.

Working Together with Academic Departments.
The information below describes what we offer and expect in relation to each of the key areas of our provision for students.

	
	What the Careers Centre Provides
	What we ask of academic schools

	1
	The Careers Centre provides a high quality central service

with the following key features:
Workshops on, and personal support with, career planning and making effective applications.
Career and Personal Development Planning Module
An on-line and off-line library of graduate careers and opportunity information, and other resources that support students making informed decisions and effective applications.
Special relationships with employers and membership of employer forums with recent relevant information.
A programme of employer presentations and recruitment fairs, and other means by which employers can advertise their opportunities to students. (see details of our services to employers under Statement of Service to Employers www.brookes.ac.uk/employers)

A vacancy listing and emailing service whereby students receive information about events and opportunities for part-time and full-time work that matches their interests, voluntary and placement opportunities
Opportunities to develop and evaluate career management skills and the ability to understand and identify the qualities that employers seek in graduate recruits.
	We ask that staff in departments, (particularly personal

tutors) encourage:
First and second year students to reflect on the skills that they are developing and how they could use their skills, satisfy their interests and values and be rewardingly engaged after graduation via My PDP. We ask also that they encourage their students to seek work experience and to avail themselves of the support provided by the Careers Centre including non-certificated learning opportunities.

All their students to participate in the skills development

activities offered through the Careers Centre Workshop Programme or Career and Personal Development Planning Module to enhance their competence as students and their future employability.

Their final year undergraduates and post graduates to

take action to secure the destination of their choice to

ensure that they are gainfully occupied after they leave

Brookes.

All their students to make contact with the careers service in person or through our web site to receive help with their career choice and applications.


	2
	Workshops in each department to students, ideally in each year

of their undergraduate course and to postgraduate courses

where appropriate; exploring matters that are relevant to

the skills, knowledge and career interests of students in

that area of study.

The pattern of these interventions will vary from discipline

to discipline and should be the subject of negotiation

between the careers counsellor and the departmental careers representative.


	Publicise departmental careers events and workshops to ensure a strong attendance; where possible that the event is accommodated within the department’s timetable and rooms.

Shared planning of the careers events and workshops to ensure  that the needs of students in the School are met


	

	4
	Regular mailings of information that we wish students to

have access to. In some Schools this is posted on a

dedicated careers notice board. The Service also emails students information about opportunities and events that may be relevant to their subject or interests. Mailings of this sort are sent to students in each of the undergraduate years; and to a lesser extent to postgraduates – depending on their subject and career interest. A regular email newsletter is sent to all students weekly

	A dedicated Careers notice board where students can expect to find information about their possibilities after graduation.

Contact details of students in their year abroad or on placement.



	5
	The Careers Service collects, analyses and provides to

HESA, and departments via PIP the Destination of Leavers in Higher Education return (DLHE). These statistics of graduate and postgraduate destinations are used by Schools and the Directorates, to inform current and prospective students of the career possibilities following studies at Brookes. They are also used to compile the Employment Performance Indicator and in turn influence institutional and subject league tables.


	A reliable system for ensuring that departmental staff that need information on the destinations of students are able to access the information via PIP.
Encouraging students to update their contact information via PIP before leaving to ensure they can be contacted during the period of the survey.


	6
	Information on the destinations of graduates of each subject on the Careers Centre website (under construction). This information will include illustration of the data collected for the DLHE return and text on selected jobs entered by past students.
	A section of the School webpages devoted to the possible career destinations for students of each field of study or link to the relevant section of the Careers Centre website.

	7
	Liaison between academic departments and employers where either employers are seeking a closer understanding of the Brookes curriculum or departments are seeking better links with employers who have taken our graduates.
	Information about employers who are recruiting directly through the school and/or for those employers to be forwarded to the Careers Centre to allow us to deal with

them on behalf of the school.
Co-operation where employers wish to gain a better understanding of the curriculum either directly from the department or through us.



	8
	A source of expertise on the graduate labour market, employer expectations of the skills of their graduate intake and the undergraduate market for postgraduate study.


	Adequate notice of the need for information on the market for graduates of a particular subject to allow a thorough response.


	9
	Contribution to course handbooks on career possibilities for students of that subject.


	Clarification in the course handbooks of the skills that students will gain through the course of their study and information on how to seek help with formulating and implementing plans for their futures beyond Brookes, clear signposting and referral to Careers Centre services.


	10
	Advice and guidance to students on making effective applications for jobs and further study. Interview and presentation practice.
	Academic references for students applying for jobs.




The table represents a minimum for effective partnership. However we are keen to develop further areas of collaboration and support for students at departmental level.
Examples of effective collaboration exist in the following areas:

School of Arts and Humanities 



(Liaison: Lorna Froud lhfroud@brookes.ac.uk)

English

English Subject Centre – funding won to conduct mock job interviews with English students. Project was successful and a full report can be obtained at the Careers Centre or via the English subject Centre website. This work has prompted more interest from English students and has resulted in an increase in careers work with this group.

Publishing
Two sessions were delivered as part of final year Publishing module (U65082) covering reflective writing, CV preparation and interview techniques. Module assessment: CV, covering letter, reflective piece of writing on course of study and future planning.
Fine Art
A half day taught session was delivered as part of a final year module (U65520) including skill identification and development, CV preparation, artists statements and letters of application.

Music

Two sessions taught on module (U66085) in final year, including self-marketing via CV and application forms and practical interview skills.
History of Art

Two sessions on labour market, CVs and Interview skills as part of module (U68080) In History of Art
School of the Built Environment 


(Liaison: Lorna Froud lhfroud@brookes.ac.uk)

Architecture 

First year workshops were delivered in module (U9907) covering an overview of the services available and action plan for each year of study including PDP.  Follow up sessions were delivered within the curriculum in years 2 and 3 on CVs and application forms, interview skills and portfolio preparation and discussion for interview.
Planning
Several meetings throughout the year with planning staff and local employers including Oxfordshire County, Vale of the White Horse and South Oxfordshire Councils resulting in a successful summer placement scheme. 

3 hour session on the post-graduate Diploma covering CVs, application forms and interview techniques

Construction Management. 

First year workshops were delivered in module (U4301) covering an overview of the services available and action plan for each year of study including using PDP.  Follow up sessions were delivered within the curriculum in years 2 and 3 on CVs and application forms and interview skills
Lunchtime employer presentations organised through Careers Centre
Real Estate Management
A series of lunchtime workshops included in the undergraduate programme to complement the presentations by employers. Workshops included CVs/Application forms, interview skills, psychometric testing.

Annual Built Environment Careers Fair – Semester 1
Organisation of employer presentations throughout year
Regular attendance at School Board meetings during the year has ensured that academic staff are aware of labour market changes and current research, careers centre support for the School and up to date destination information to inform planning. Indeed the School provides an excellent model for effective working together with a central service, with the result that academic staff regularly and effectively refer students to the Careers Centre. BE students are some of the most frequent users of CC services and have some of the best destination statistics. 
Business School:





(Liaison: Mark Turnbull mturnbull@brookes.ac.uk)

Developing blog that will contain targeted careers information for the Schools of Business and Technology.  The blog already contains job searching information tailored to specific degree courses (mturnbull.brookesblogs.net).  

Attendance at Induction session for 1st year students.
Module U51082 workshops delivered within the curriculum on CV writing, Networking, and MBTI to around 180 students.

Delivery of a programme of 4 workshops to p/g international students, including CV writing, Application forms, psychometric testing and interview skills.
3 hour assessment centre on module U54089 in Tourism and Hospitality Management and CV session to MSC International Hospitality and Tourism Management 

School of Health Care 




(Liaison: Marie East meast@brookes.ac.uk)

Delivery of 3 one hour sessions on CV’s, Online application and Interviews. This was repeated 3 times over the course of the second semester and available to all students from the different branches of nursing, physiotherapy, occupational therapy, midwifery and social work. 
The Swindon Campus (Adult Nursing) had a full day careers event with morning sessions on CV’s, Online applications, and Interviews and individual appointments in the afternoon.
General careers information on NHS recruitment was supplied to the School throughout the year as this year has been very difficult for recruitment across the whole of the NHS; Physiotherapy has been especially difficult.
Contacts have been developed with link lecturer Mary Woolliams who visits student nurses on placement and through her with a Ward manger at the John Radcliffe who handles nurse recruitment for several wards; it is planned to invite the nurse manager in to talk to the students.
Qualified Social Worker Careers Fair organised ‘How to get the best from a Fair’ sheet developed for the event.
School of Life Sciences




(Liaison: Marie East)

Continued good working relationship with Dr. Shirley MacCready who looks after the Biotechnology undergraduate students and has input into other Life Science courses. Contact made with Neill Heppell who is senior lecturer on the Nutrition degree courses.
Individual students (Undergrad and postgrad) and graduates are routinely directed to the Careers Centre for careers help.

Delivered a CV Writing workshop for Biotechnology students

Careers input asked for by Dr. MacCready on embedding employability into the curriculum and discussion and reading material suggested. 
New relationships developed with employers passed directly to the School resulting in increased placement and graduate recruitment opportunities.

The usual range of work shops were run on CV’s, Interviews, and two new ones added:  Professionalism at Work which was taken up by year out students, and online applications.

Specific careers information on changes in NHS recruitment policy sent to the department and specific help given on disability recruitment law and process.

School of Social Sciences & Law


(Liaison: Karen Ferrett kferrett@brookes.ac.uk)

Law

Mutual exchange of information through liaison with Marc Howe throughout the academic year– promoting key events and writing information leaflets for Law students.  Substantial take up of one to one services by Law students.

Psychology

Workshops for all students covering professional routes, further training, work experience.
Other Social Science Subjects
Series of lunchtime workshops and a school-specific drop in session.
Delivered session to MA International Relations students after an approach by academic staff.

Attended the School Open Day and responded to career questions from prospective students and their parents.

School of Technology:




(Liaison: Mark Turnbull mturnbull@brookes.ac.uk)

Female Mentoring Scheme for students studying IT, Science and engineering - presentation given at induction night event followed by a workshop introducing Psychometric testing.

Four taught sessions delivered to Multimedia students on Module U08888: Interview Techniques, Professionalism in the Workplace, Applications and MBTI

Maths students received a presentation about what the Careers Centre has to offer and labour market overview for maths students, also practical workshops on CV and application form writing.

Delivered workshops to IT pre-placement students Module U08085 - Professionalism, CV writing and Application Forms.

Westminster Institute of Education


(Liaison: Karen Ferrett)

Continued to work with students on the Early Childhood Studies course including a three hour workshop built within a final year module and a session for students about to graduate. 
Taught session for Philosophy undergraduates following approach from Field Chair.
Conclusions
The Careers Centre statistics indicate a strong correlation between close collaboration between the careers centre and academic staff and take up of other services by students e.g. 1-1 guidance, attendance at careers fairs and workshops, use of on-line services. Where careers centre staff deliver workshops as part of taught programmes where the employability elements feature in the module assessment attendance is high and participants continue to be heavy users of other services. For example more than 50% of students studying Publishing, Real Estate Management, Fine Art and Music visit the Careers Centre for 1-1 support and to use other resources in the weeks immediately following taught sessions and regularly until they leave. Feedback suggests this is due to several factors that include perceiving the careers counsellor to be ‘for them‘ and knowledgeable about their course and potential destinations and explicit referral and encouragement to use the services available from field chairs, module leaders and personal tutors.
The University’s Learning and Teaching Strategy envisages further progress in regard to the integration of skills development activity and a move towards effective use of progress files for students and includes the following commitment;
“Combining its multi-disciplinary academic portfolio with wider educational, social and cultural opportunities…its academic portfolio will be focused towards professions, employment and continuing professional development…its research will underpin teaching.”

The Careers Centre is keen to be of support to any Schools that wish to develop modules within their courses that enhance the

employability and career-readiness of their students. In this we seek to work more effectively with the consultancy offered by OCSLD.
The Careers Service aims also to work more effectively with Alumni Relations to bring successful alumni from occupational and discipline areas to talk to students about their career paths post Brookes. For resourcing reasons the events organised by us will focus on occupations rather than the alumni of specific departments. We do however commend to departments the value of using alumni in terms of enabling students to be realistic about their career aspirations and to be equipped to pursue them successfully. We therefore offer support to departments that wish to organise such events with their own alumni and would undertake the administration of these events.
We are committed to working with and through departments in the best interests of our students. Our resources are of course limited and already heavily committed but we do welcome suggestions and proposals for collaboration from academic departments.

We look forward to continuing to work in close and effective partnership with our academic colleagues.
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