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JOB DESCRIPTION

Job Title:

Core Skills Manager for Adults and Higher Education

Reporting To:

Director of Adult & Higher Education (HE)

Scale


Spine Point 37
Hours


37 hours a week, 52 weeks a year 




Including 25 day annual leave a year

Job Summary


· To support the Director of Adult & HE in developing, planning, delivering and quality assuring the Adult Core Skills programmes, including the collection, collation and analysis of data and management information 

· To act as direct, day-to-day operational contact and support for core skills teachers and other adult education sessional tutors, including co-ordination of sessional tutor payroll claims

· To line manage core skills teachers and associated administrative staff, including carrying out lesson observations, probationary and professional reviews

· To manage the internal quality and exams processes for adult Core Skills learners

Job Content

Main Duties 

1. To manage the development, planning and delivery of the adult education Core Skills programmes and contribute to that of other adult education programmes to support the Director of Adult & HE in ensuring a coherent curriculum offer for the department

2. To line manage and act as direct, day-to-day operational contact and support for core skills teachers and sessional adult education tutors, including co-ordination of regular claims to payroll

3. To line manage the adult Core Skills administrative assistant and Online ICT programme facilitator
4. To manage and carry out procedures for learner interviews, assessments and class allocations for adult Core Skills learners and other adult education learners as required

5. To manage the assessment and provision of learning support to adult learners, in consultation with the Cross College Learning Support staff as appropriate

6. To manage the internal quality and exams processes for adult Core Skills learners in liaison with the 16-19 college Core Skills manager 

7. To liaise with awarding bodies to facilitate learner registration and certification for adult Core Skills learners

8. To collect, collate and analyse data and management information, to support the production of Adult & HE Department SARs and to feed into other college quality processes

9. To represent the Adult & HE Department on a range of cross college committees or events as required

10. To support with marketing of courses and employer engagement for the Adult & HE Department

11. To support with  interviews, induction and training for Adult & HE Department teachers/tutors

Other Key Duties

12. To promote equality of opportunity for staff and students

13. To monitor Health and Safety within the work environment and carry out risk assessments as appropriate

14. To monitor safeguarding issues arising from adult education applications and direct these to the college safeguarding representative as appropriate

15. To participate in induction, training and development to obtain the required level of knowledge to take responsibility for the task roles allocated

16. To abide by and comply with all quality procedures that are undertaken by the College, as detailed in the quality assurance structural mechanisms and policy documentation, especially relating to individual areas of responsibility

17. Any other duties as deemed necessary by the Principal

Signature of Job Holder:  __________________________
Date:  ____________________

Signature of Principal or

Line Manager

   ___________________________   Date:  ____________________
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