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BRADFORD COLLEGE

JOB DESCRIPTION
Job Title:

Programme Area Leader – Sixth Form
Salary:  

£40,000 to £45,000 per annum
Contract:

Permanent, Full time 37 hours 




Closing Date:
30 November 2016



Job Ref: 16174
Job Summary

This is an important FE Programme Area leadership role that will have responsibility for all operational matters within the Programme Area. You will ensure that the programme area curriculum meets the needs of students, business and the community and that students receive a high quality experience whilst ensuring quality, recruitment, staffing and financial targets are met.  As a manager leading a programme area you will provide inspirational leadership for staff and students, embedding our values of achievement, inclusion, excellence, focus and integrity.
 Main Responsibilities

· To be responsible for planning and management of the performance of all courses in the Programme Area.  This includes but is not limited to:

· maximising student enrolment 

· ensuring overall outstanding quality of teaching and learning across the programme area through observations, quality interventions and support, staff appraisals, AWAMs and staff development; research, scholarly activity and CPD;
· ensuring that retention, progress, attainment, English and Maths and destinations t targets are met;

· through regular review of curriculum delivery across the programme area ensure optimization of the curriculum plan and delivery; 
· ensure programme area student satisfaction benchmarks are met each year;

· Ensure equality and diversity targets are embedded across the programme area.

· To be responsible for the performance, management and development of the programme area staff, including setting targets, monitoring KPIs, coaching, managing performance, attendance, recruitment, AWAMs, induction, appraisals and staff development.
· To deputise for the Head of Department as appropriate.

· To ensure full compliance first time with all College procedures and systems and report on these via KPIs.  To ensure appropriate records, registers, staff and student timetables are maintained and available as required by internal management information systems and external audit regimes.

· To manage the programme area budget allocation and provide course costings and information relating to resources, ensuring that a quality experience for students and appropriate working resources and development is in place for staff.
· To ensure effective management of the physical resources of a Programme Area within the department and maintain a safe and secure learning environment by ensuring regular risk assessments are undertaken.
· To contribute to the collegial culture, mission and strategic objectives and to work with colleagues in the department and in other curriculum and service areas across the College.
· To support the Head of Department (HoD) in the planning, innovation, design and development of curriculum programmes and cross College marketing activities.
· To manage within the Programme Area the guidance, selection, admission and progression of students and deal with matters relating to their performance, achievement, conduct and discipline.
· To promote excellent teaching and effective learning and assessment across the Programme Area, and to disseminate and share good practice across the College.

· To be responsible for quality improvement within the Programme Area. 
· To undertake teaching at a level agreed with the HoD.

· To develop and invigorate the Programme Area course offer.
· To liaise with validating bodies, awarding bodies, exam boards and professional bodies to ensure compliance with curriculum quality requirements.

· To co-ordinate and be responsible for the effective administration of assessment, internal and external verification for courses and awards within the programme area.

· Ensure staff fully participate in the use of IT in teaching and learning.

· To be responsible for compliance with College Equality and Diversity policies and procedures.

· To undertake additional duties that may be required commensurate with the level of responsibility of the post.
.
The post holder will be required to:

· Commit to the College child protection policy and promote a safe environment for children and young people learning within the College.  Be alert to any indication or allegation of abuse and take appropriate action under the College procedures for the protection of children and vulnerable adults.

· Promote equality of opportunity and diversity in all aspects of the job and to challenge inequality and discrimination.

· Undertake a Disclosure and Barring Service check for this post.

· Support the College management in all health and safety matters and take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions at work.

BRADFORD COLLEGE
PERSON SPECIFICATION
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Applicant Note: You must list ALL relevant qualifications on your application, including any equivalent qualifications, together with grades when requested.  Failure to do this may result in not being shortlisted.


	CRITERIA
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS & AWARDS
Evidence of all awards will be required before commencement of employment.  Failure to provide evidence will lead to all offers of employment being withdrawn.
	· A First degree or appropriate Level 5 professional qualification in a subject relevant to the Programme Area. 
· A recognised teaching qualification.
· An industry recognised qualification relevant to the Programme Area. 
· GCSE A* - C  or equivalent  level 2 qualification in Maths or be prepared to pass a test prior to interview to demonstrate level 2 ability and then if appointed achieve within an agreed timescale.

· GCSE A* - C  or equivalent level 2 qualification in English or be prepared to pass a test prior to interview to demonstrate level 2 ability and then if appointed achieve within an agreed timescale.
	· Management qualification
· Master’s Degree


	EXPERIENCE, SKILLS 

& KNOWLEDGE

	· Academic or industrial/commercial experience within the appropriate sector
· Evidence of a successful track record of Teaching, Learning and Assessment, including taking an innovative approach to TLA within the Sixth Form programme area. 
· Experience of managing people and resources.

· Experience of curriculum development and successful teaching.
· Experience of student pastoral care and disciplinary procedures.

· Experience of working with employers in relation to employer engagement.

· Ability to utilise IT and ILT both within learning and for administrative purposes.
· Knowledge of funding mechanisms appropriate to FE
	· Understanding of requirements of awarding and/or validating bodies.



	OTHER REQUIREMENTS
	· Ability to work flexibly and effectively as a member of a team.

· Ability to meet deadlines.

· Ability to work effectively with external customers and stakeholders.
	


Main Conditions of Service – HOD/PAL/HOF/HOS
Salary

The salary range for the post is indicated in the advertisement and will be confirmed with you at offer.  Your salary will be payable monthly, in arrears, by direct credit transfer.

Hours of Work

Your normal working hours will be 37 hours per week to be worked between Monday and Friday.  You may, from time to time, be required to work on a Saturday or Sunday, in which case you will be given time off in lieu during your normal working week.

Pension

You are entitled to participate in the Teachers’ Pension Scheme (“TPS”) subject to its terms and conditions from time to time in force.  The scheme automatically covers all lecturers who have not elected to opt out of the scheme.  Should you choose not to join the TPS, you must participate in the State Pension Scheme or take out a personal pension.  Full details of the scheme will be given on appointment.

Holiday Entitlement
In addition to the usual 8 Bank/Public holidays you will be entitled to 3 further days following Bank Holiday Mondays specified in the contract of employment.  You are also entitled to a further 35 working days holiday in each holiday year (being the period from 1 September to 31 August).  You will be required to use up to 5 working days of your holiday entitlement on days when the Corporation’s activities are suspended in the interests of efficiency.  The holiday entitlement is pro rata to the entitlement of a full-timer.

Probationary Period
If you are newly appointed to the Corporation, the first 12 months of your employment will be a probationary period, during which your suitability for the position to which you have been appointed will be assessed.

Continuing Professional Development

You will be required to complete a minimum number of hours of continuing professional development (CPD) every year and maintain a record of this on the College’s staff development database.  Full details of the College’s policy in relation to CPD will be provided to all teaching staff on appointment.

Requirement for Teaching Qualification

You will be required to hold relevant teaching qualifications.  The type of qualification required will depend on a number of factors, including the date on which employment commenced and the type of post held.  Teaching staff will receive guidance regarding the qualifications required. 

