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BACKGROUND INFORMATION 

Context – overview of the Careers & Enterprise Company 

The Careers & Enterprise Company has been set up to inspire and prepare young people for the fast-

changing world of work.  

It has established a network of coordination (Enterprise Adviser Network) across England in 

partnership with Local Enterprise Partnerships, with over 200 full time Enterprise Coordinators now 

working with clusters of 20 schools and colleges, or 15 schools and colleges in “Careers Hubs”.  

Significant focus has been on improving links between employers and schools and colleges, to create 

powerful, lasting connections. Over 3000 Enterprise Advisers - business volunteers who have signed 

up to provide strategic support to individual schools and colleges – are now part of the Enterprise 

Adviser Network (EAN).  

The Company has committed £15m to building a Network of nearly 4000 schools and colleges, 

unlocking over £5m in match funding in 2018-2019 alone. Additional funding has been directed to 

geographic areas in the country most in need of support – the 'Cold spots' – where 300,000 young 

people have benefitted. 

Christine Hodgson, Chairman of Severn Trent, is Chair of The Careers & Enterprise Company. Other 

board members include Steve Holliday; former Chief Executive of National Grid plc, Brian Lightman, 

former General Secretary of ASCL; Dame Julia Cleverdon DCVO, CBE, Vice President of Business in the 

Community and Special Adviser to The Prince’s Charities; Mo Isap, Chair of the Greater Manchester 

Careers and Employability Board and David Baldwin, current Head Teacher of Churchill Community 

College. The company is led by Claudia Harris, CEO and former partner at McKinsey.  

Context – overview of Thames Valley Berkshire Local Enterprise Partnership (LEP) 

In July 2018 the government tasked all LEPs to adopt a single mission: to promote productivity by delivering 

Local Industrial Strategies. This is the next phase of our exciting and rapid journey: the development and 

implementation of a Berkshire Local Industrial Strategy (BLIS). 

For the time being our mission is simple, to implement a Strategic Economic Plan (SEP) for the area. The aim 

of this – our goal – is to sustain the area’s status as the most productive sub region in the UK. We have a vision: 

“The vibrancy of our business community will be internationally envied. The ambition and 

creativity of our established businesses will be energised through strong, knowledge-rich, 

networks. Our workforce will be the lifeblood of our economy: young people will be inspired, 

and older workers valued. Our infrastructure will match the scale of our ambition and 

potential. And people will choose Thames Valley Berkshire as the place to live and work” 

To date we have secured and allocated £186m of UK and European public funds to help implement the SEP: 

£142m of Local Growth Funds (to deliver 36 commitments agreed in three Growth Deals); £3.36m to finance 

the operation of the Berkshire Business Growth Hub from 2014 to 2021; £15m of Growing Places Funds - to 

http://www.berkshirebusinesshub.co.uk/
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use as recycling loan fund, of which £11.3m has been invested in the Thames Valley Berkshire Funding 

Escalator; and £26m of European structural & investment funds, of which £5m has been invested in the  

Thames Valley Science Park. We are building a pipeline to support the award of further Local Growth Funds 

which were announced in the 2020 Budget and will become available from 2021/22 and to prepare our bid to 

the new UK Shared Prosperity Fund which we anticipate will be available from 2023.  

Thames Valley Berkshire LEP is an SME with 14 posts.  The LEP company acts as the engine of a wider strategic 

partnership, which is chaired and led by senior business figures. It is accountable to the Ministry of Housing, 

Communities & Local Government (MHCLG) and the Department for Business, Energy & Industrial Strategy 

(BEIS). The LEP is judged to be high performing. 

Our area of responsibility is Berkshire, at the heart of the wider Thames Valley. Alongside London, it is the UK’s 

economic powerhouse, contributing nearly £38bn in GVA per annum, to the national economy. 

Context – overview of Heathrow Airport Ltd  

Heathrow is one of the largest single-site employers in the UK. More than 400 companies from 
aviation, construction, retail, hospitality, cargo, security, logistics and management sectors operate 
at the airport. Heathrow is the UK’s only hub airport and among the top 10 busiest international 
airports in the world.  

Heathrow has a strong history of supporting its local communities – from engagement in schools 
through to employment in a diverse range of careers across the airport.  

The Enterprise Advisers programme is our opportunity to help ensure that young people in education 
receive the skills and experiences needed to succeed in the workplace. Working closely with school 
leaders to help them develop a career plan for their pupils has been a rewarding experience for 
colleagues in the Heathrow Enterprise Advisers Network. There are currently 24 colleagues from 
multiple companies at the airport participating in the programme.  

  

http://www.thefsegroup.com/thames-valley-berkshire-funding-escalator/
http://www.thefsegroup.com/thames-valley-berkshire-funding-escalator/
https://www.tvsp.co.uk/
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ROLE SPECIFICATION 

Job title: Careers & Enterprise Co-ordinator 

Hours: We will consider any requests for flexible working patterns and secondment 

opportunities from local organisations 

Salary: £32,704 per annum FTE 

Accountable to: Careers Hub Lead 

Location: 100 Longwater Avenue, Green Park, Reading, RG2 6GP 

The role will be office based approx. 2 days per week at the Thames Valley Berkshire 

LEP office in Reading with the opportunity for some home-based working.  The job 

involves travel within the Berkshire area.  

ROLE SUMMARY 

The Enterprise Coordinator (EC) sits at the heart of the local Enterprise Adviser Network (EAN) in 

order to help schools and colleges improve their careers and enterprise activities and to engage with 

the world of work. Working closely with the Skills Lead, the EC will ensure the EAN is embedded into 

the LEP’s skills strategy and make it easier for employers to engage with schools and colleges. 

Through establishing the local and national contexts the EC will focus everyone’s efforts on 

programmes and activities that are most effective in motivating young people, supporting 

independent choice, and supporting positive outcomes for young people. 

1. Building Networks 
2. Supporting Careers Leaders 
3. Backing the Gatsby Benchmarks 

Key responsibilities 

Establishing and developing your Network 

• Ensuring there is strong EAN governance within the LEP and growing the EAN locally by 
engaging and supporting a cluster of 20 schools and Enterprise Advisers (or 15 schools and 
colleges in a Careers Hub). 

• Recruiting senior level Enterprise Advisers (EAs) from local businesses and successfully 
matching them to schools and colleges within the EAN. 

• Building and maintaining effective relationships with senior leaders in local schools and 
colleges within the cluster. Ensuring the impact the EA, The Careers and Enterprise Company 
and local network can have on their school improvement planning and careers strategy is 
understood and the development needs of each school are identified.  

• Supporting EAs in scoping, identifying and addressing the needs of their matched school. 
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• Acting as an ambassador for The Careers & Enterprise Company including raising the profile 
of the EAN through utilising existing communication and marketing channels in order to 
engage with key local stakeholders. 

• Cascading learning from The Careers & Enterprise Company by delivering CPD sessions to 
school and business audiences. 

Building Careers and Enterprise Plans 

• Supporting EAs and Careers Leaders including induction training, coordinating network 
meetings and identifying and delivering ongoing training to meet individual EAs’ and CL’s 
development needs. 

• Organise and attend regular EA/CL meetings to ensure progress is being made across all 
benchmarks and school priorities addressed. 

• Establishing methods of recognising and highlighting best practise to ensure the network is 
accessing and delivering the most impactful activities. 

• Supporting The Careers & Enterprise Company grant recipients to ensure they are 
coordinating delivery with the LEP and local EAN and providing feedback on them to your 
Regional Lead and the Investment Team. 

• Building and understanding the local context of careers provision and providers including NAS, 
NCS, and JCP and how these fit with the national context. 

• As per The Careers & Enterprise Company reporting cycle, contribute to the monitoring and 
impact tracking of the EAN by submitting the EAN register. 

• Attending The Careers & Enterprise Company EC national and local training events and 
meetings to keep up to date with The Careers & Enterprise Company and EAN developments. 

• Keeping up-to-date on the progress and success of the EAN and sharing this knowledge across 
the local and national network, the latter in the form of case studies to your Regional Lead 

Implementation and Impact 

• Regularly reviewing the network to ensure the members (at all levels) remain engaged and 
proactive, via communications, training and support. 

• Staying abreast of best practise examples, emerging guidance and legislation and considering 
the differing audiences you will need to cascade this information to. 

• Track the progress of your schools/colleges (using a variety of tools and resources), identifying 
trends, gaps and solutions. 

• Analysing and understanding the impact of the network on your local economy and skills 
strategy and feeding information back to The Careers & Enterprise Company. 

• Recognising and monitoring risks within the network and ensuring a strategic approach is 
adopted with your Hub Lead or Regional Lead. 

Working with Heathrow Airport with a key focus on Heathrow Airports Ltd, their supply chain and 
partners 

• Act as a core link between other Enterprise Coordinators that cover Heathrow priority regions 
• Maintain accurate data and reporting to the Head of Education and Skills at Heathrow Airport 

Limited  
• Co-chair meetings between Enterprise Coordinators, Enterprise Advisers and their employers.  
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PERSON SPECIFICATION 

Qualifications & Experience required 

• Demonstrable experience of engaging and building relationships with leaders from schools, 

colleges and businesses. 

• Demonstrable experience of leading the delivery of programmes or projects with multiple 

stakeholders.  

• A strong track record of stakeholder engagement and management and of communicating 

with a variety of audiences, preferably in the education and careers sector. 

• A demonstrable understanding of school culture and the challenges faced by schools in 

delivering careers and enterprise, and the current careers education and corporate social 

responsibility landscapes. 

• An understanding of relevant local and national policy relating to skills and economic 

development and the issues and barriers to employment faced by young people. 

Skills & Core Competencies 

• Excellent communication and interpersonal skills, with the ability to persuade and influence 

a variety of audiences and encourage others to use new ways of working.  

• Able to build relationships at all levels, both internally and with a range of external 

stakeholders to develop a collaborative network and shared objectives. 

• Proactive, with the ability to work independently, managing and adapting conflicting priorities 

and deadlines 

• Able to think and plan strategically to measure and drive performance. 

• Able to identify and mitigate risks, working collaboratively to find solutions. 

• Adaptable, tenacious, determined, positive and resilient with the ability to deal with 

ambiguity in a changing environment. 

• Competent use of a range of digital and IT and social media platforms in order to improve and 

raise awareness of the direct impact of the network.  
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TIMETABLE 

Please note that the following is subject to change: 

Date Stage 

9am Monday 27 July 2020 Closing date for applications  

First interview 30th July Interviews will be held via Teams 

Second interview To be confirmed 

HOW TO APPLY 

If you wish to apply for this position, please send your CV/Profile and a one-page summary of your reasons 

for wanting to join us, to joanna@thamesvalleyberkshire.co.uk by 9am on Monday 27 July 2020. 

For an informal discussion about the role please contact Allison Giles, Careers Hub Lead at 

allison@thamesvalleyberkshire.co.uk or on 07715 083082 

More information about the Enterprise Adviser Network in Thames Valley Berkshire can be found at 

http://www.thamesvalleyberkshire.co.uk/enterprise-adviser-network.htm 

For more information about the work of Thames Valley Berkshire LEP please visit. Our latest Impact Report is 

here: http://www.thamesvalleyberkshire.co.uk/2019-impact-report/ 

Please note candidate information will be retained by Thames Valley Berkshire LEP for 6 months unless you 

make a request for this to be deleted. 

  

mailto:joanna@thamesvalleyberkshire.co.uk
mailto:allison@thamesvalleyberkshire.co.uk
http://www.thamesvalleyberkshire.co.uk/enterprise-adviser-network.htm
http://www.thamesvalleyberkshire.co.uk/2019-impact-report/
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ADVERTISEMENT 

Do you want to make a difference to young people aged 11-19 in Thames Valley Berkshire? Do you 

want to work as part of a well-established active team?  We have an exciting opportunity to work 

directly with senior business leaders and develop employer engagement in schools and Further 

Education Colleges; securing better outcomes for young people in our area. 

Thames Valley Berkshire LEP is seeking to strengthen its existing Careers and Enterprise Team by appointing a 

Careers & Enterprise Co-Ordinator to engage businesses and schools in the Enterprise Adviser Network, 

particularly focused around the East of Berkshire including Heathrow Airport, its supply chain, partners and 

other local businesses. 

This is an exciting opportunity to work directly with senior business leaders to support the creation and 

development of innovative new employer engagement activity in schools. The role is a key part of the Careers 

and Enterprise Company’s flagship Enterprise Adviser Network programme in Thames Valley Berkshire. 

We are looking for a highly motivated individual who would like to be part of a growing team in a high-profile 

and stimulating environment – often working to tight deadlines; someone who wants to contribute to making 

a difference to young people’s employability. Evidence of partnership working and a track record of engaging 

with business on the skills agenda would be an advantage. 

We are looking for someone who has the following attributes and skills 

• Proactive and confident in engaging businesses and communicating new initiatives 

• Creative thinker, able to develop ideas and support the development of school careers and enterprise 

programmes 

• Proven experience of building professional relationships, excellent networking and liaison skills 

• Has the ability to manage and influence key stakeholders 

• a track record of delivering project outcomes and improving performance 

• Excellent communication and interpersonal skills with experience of using social media 

To find out more download the recruitment pack at   

Closing date for applications is 9am on Monday 27th July 2020 

For an informal discussion about the role please contact Allison Giles allison@thamesvalleyberkshire.co.uk or 

on 07715 083082 For more information about the work of the Careers and Enterprise Company please 

visit www.careersandenterprise.co.uk 

If you wish to apply for this position, please send your CV/Profile and a one-page summary of your reasons 

for wanting to join us, to joanna@thamesvalleyberkshire.co.uk by 9am on Monday 27 July 2020 

  

mailto:allison@thamesvalleyberkshire.co.uk
http://www.careersandenterprise.co.uk/
mailto:joanna@thamesvalleyberkshire.co.uk
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PRIVACY NOTICE 

As part of any recruitment process, the company collects and processes personal data relating to job 

applicants. The company is committed to being transparent about how it collects and uses that data and to 

meeting its data protection obligations. 

What information does the company collect? 

The company collects a range of information about you. This includes: 

• your name, address and contact details, including email address and telephone number; 

• details of your qualifications, skills, experience and employment history; 

• information about your current level of remuneration; 

• whether or not you have a disability for which the company needs to make reasonable adjustments 

during the recruitment process; 

• information about your entitlement to work in the UK; and 

• equal opportunities monitoring information, including information about your ethnic origin, sexual 

orientation, health, and religion or belief. 

The company collects this information in a variety of ways. For example, data might be contained in application 

forms or CVs, obtained from your passport or other identity documents, or collected through interviews or 

other forms of assessment. 

The company will also collect personal data about you from third parties, such as references supplied by 

former employers, information from employment background check providers and information from criminal 

records check if appropriate for the role. 

The company will seek information from third parties only once a job offer to you has been made and will 

inform you that it is doing so. 

Data will be stored in a range of different places, including on your application record, in HR management 

systems and on other IT systems (including email). 

Why does the company process personal data? 

The company needs to process your data to enter into a contract with you. In some cases, the company needs 

to process data to ensure that it is complying with its legal obligations. For example, it is required to check a 

successful applicant's eligibility to work in the UK before employment starts. 

The company has a legitimate interest in processing personal data during the recruitment process and for 

keeping records of the process. Processing data from job applicants allows the company to manage the 

recruitment process, assess and confirm a candidate's suitability for employment and decide to whom to offer 

a job. The company may also need to process data from job applicants to respond to and defend against legal 

claims. 
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The company processes health information if it needs to make reasonable adjustments to the recruitment 

process for candidates who have a disability. This is to carry out its obligations and exercise specific rights in 

relation to employment. 

Where the company processes other special categories of data, such as information about ethnic origin, sexual 

orientation, health, religion or belief, age, gender or marital status, this is done for the purposes of equal 

opportunities monitoring - with the explicit consent of job applicants, which can be withdrawn at any time. 

For some roles, the company is obliged to seek information about criminal convictions and offences. Where 

the company seeks this information, it does so because it is necessary for it to carry out its obligations and 

exercise specific rights in relation to employment or a volunteer position. 

The company will not use your data for any purpose other than the recruitment exercise relevant to the role 

for which you have applied. 

Who has access to data? 

Your information will be shared internally for the purposes of the recruitment exercise. This includes the HR 

Advisor, those involved in the interview process, line managers with a vacancy and the Data Controller. 

The company will not share your data with third parties, unless your application for employment is successful 

and it makes you an offer of employment. The company will then share your data with former employers to 

obtain references, employment background check providers to obtain necessary background checks and the 

Disclosure and Barring Service to obtain necessary criminal records checks. 

The company will not transfer your data outside the European Economic Area. 

How does the company protect data? 

The company takes the security of your data seriously. It has internal policies and controls in place to ensure 

that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed except by our 

employees in the proper performance of their duties.  

For how long does the company keep data? 

If your application for employment is unsuccessful, the company will hold your data on file for a 6-month 

period after the end of the relevant recruitment process. 

If your application for employment is successful, personal data gathered during the recruitment process will 

be transferred to your personnel file and retained during your employment. The periods for which your data 

will be held will be provided to you in a Privacy Notice. 
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Your rights 

As a data subject, you have a number of rights. You can: 

• access and obtain a copy of your data on request; 

• require the company to change incorrect or incomplete data; 

• require the company to delete or stop processing your data, for example where the data is no longer 

necessary for the purposes of processing; 

• object to the processing of your data where the company is relying on its legitimate interests as the 

legal ground for processing; and 

• ask the company to stop processing data for a period if data is inaccurate or there is a dispute about 

whether or not your interests override the company's legitimate grounds for processing data. 

If you would like to exercise any of these rights, please contact the Data Controller, Abby Lacey, 

abby@thamesvalleyberkshire.co.uk 

You can make a subject access request by following the company's policy on Subject Access Requests, here 

http://www.thamesvalleyberkshire.co.uk/privacy-policy 

If you believe that the company has not complied with your data protection rights, you can complain to the 

Information Commissioner, https://ico.org.uk/concerns/ 

What if you do not provide personal data? 

You are under no statutory or contractual obligation to provide data to the company during the recruitment 

process. However, if you do not provide the information, the company may not be able to process your 

application properly or at all. 

You are under no obligation to provide information for equal opportunities monitoring purposes and there are 

no consequences for your application if you choose not to provide such information. 

mailto:abby@thamesvalleyberkshire.co.uk
http://www.thamesvalleyberkshire.co.uk/privacy-policy
https://ico.org.uk/concerns/

