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Bradford College Job Description – Job reference: REQ000006
	Job Title
	Head of School

	Division 
	Art and Creative Industries 

	Grade/Salary
	£40,400 - £45,450 per annum

	Contract Details 
	Fixed term to cover maternity, full time 35 hours per week

	Closing Date
	16 November 2018

	Job Summary

	This is a key role within the higher education curriculum management structure of the College, with responsibility for all operational matters within the School.  Working with the Head of Division, you will ensure that the curriculum meets the needs and expectations of students, business and the local community and that all learners benefit from a high quality experience; whilst also ensuring quality, recruitment, retention, progression, staffing and financial management targets are met.  You will work with the Head of Division to identify and exploit new business opportunities and markets particularly focusing on Higher Level Apprenticeships; and also support in the development of innovative curriculum combinations and delivery models.  You will provide inspirational leadership and clear and consistent management for the staff and students located within the School and work to embed the institutional values of achievement, inclusion, excellence, focus and integrity.

	Responsibilities

	· To manage and be accountable for the performance of all courses within the School.  This will include but not be limited to:

· maximising student enrolments;

· ensuring that retention, progression and achievement targets are met, as for example set out in the HE Strategy and Quality Improvement Plans; 

· Ensuring outstanding quality of teaching and learning across the School, through relevant and effective assessment, peer and team observations, quality interventions and support, staff development, research, scholarly activity and CPD. 

· ensuring the curriculum is optimised through effective planning and delivery within a clear and efficient financial budget;

· meeting and exceeding student satisfaction benchmarks through effective and efficient implementation of clear action plans and evidenced through targets and impact;

· Ensuring equality and diversity is embedded within the School and is consistent with other areas of the College.

· The line management and professional development of staff, including: managing performance; recruitment and retention; appraisals and AWAMs; target setting and monitoring KPIs; encouraging and facilitating scholarly activity and CPD.

· Identifying new business opportunities with particular focus on Higher Level Apprenticeships and developing innovative strategies to maximise recruitment and retention.

· Ensuring full staff compliance with all College policies, procedures and systems Ensuring appropriate records, registers; staff and student timetables are maintained and made available as required for internal and external audit regimes.

· Joint responsibility for the day to day expenditure for the School in line with the budget allocation, such as to ensure the resources are in place to offer students a quality experience.

· Helping ensure effective management of the human, financial and physical resources of the School; and maintaining a safe and secure learning environment by ensuring regular risk assessments are undertaken.

· Contributing to the collegial culture, mission and strategic objectives of the College and working with colleagues in other curriculum and service areas.

· Working with the Head of Division (HoD) in the planning, innovation, design and development of curriculum programmes; and in supporting cross-college marketing and recruitment activities.

· Promoting excellent teaching and learning within the School, underpinned by scholarship and the application of research.

· Supporting the delivery of provision through technology enhanced learning and effective use of IT.

· Ensuring the student experience is central to the quality improvement and enhancement practices of the School.

· Developing new cost effective methods of delivery, with particular emphasis on flexible and blended learning.

· Undertaking teaching at a level agreed with the HoD.

· Ensuring that courses comply fully with the requirements of awarding bodies, PSRBs and quality inspectorates.

· Coordinating and managing the effective administration of assessment and the internal and external verification for courses and awards within the School.

· Ensuring compliance with College Equality and Diversity policies and procedures.

· Covering and deputising from time to time for the other Heads of Schools and Head of Division and undertaking additional duties that may be required commensurate with the level of responsibility of the post.

	Additional Requirements


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

· 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.

· 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.
· All employees have a responsibility to keep their personal data and that of others safe by complying with current data protection legislation, the Information Governance Framework and relevant policies and procedures.  All employees must complete mandatory data protection training and maintain safe working practices.

· Depending on your role you may be responsible for or required to contribute to ensuring that the Information Governance Framework is operational at departmental level and ensure the maintenance of the department Data Audit (Register of Processing) to ensure it correctly reflects the departmental data processing activities, carry out and/or contribute as required to Data Protection Impact Assessments, Data Breach and Complaint investigations, Data Subject Access Requests and contribute to internal audits to ensure continual improvement.

	1. Qualifications, Skills, Experience and Knowledge 
	Essential
	Method of Assessment 

	Degree or Level 6 professional qualification
	Y
	Application

	A recognised teaching qualification 
	Y
	Application

	Significant academic, industry or commercial experience
	Y
	Application/Interview

	Experience managing human, financial and physical resources in higher education 
	Y
	Application/Interview

	Significant experience of HE curriculum development
	Y
	Application/Interview

	Experience of working with employers e.g. in relation to employer engagement or curriculum enhancement/development 
	Y
	Application/Interview

	Experience in the preparation of validation documents and in leading teams through formal validation processes
	Y
	Application/Interview

	Experience leading teams in evaluating quality and performance and in self-assessment e.g. annual monitoring and QAA review
	Y
	Application/Interview

	Doctorate
	
	Application

	HEA Fellowship
	
	Application

	Masters level qualification
	
	Application

	Experience of HE Review
	
	Application/Interview

	Attributes

Please note that all the following criteria are essential.


	Method of Assessment (Application/Interview/Test)

	2. SERVICE DELIVERY

· Ability to work with external stakeholders 

· A proven track record of teaching in higher education and the enhancement of student learning opportunities.
	Application/Interview

	3. TEAMWORK 

· Proven ability to work flexibly and effectively as a member of a leadership team.
	Application/Interview

	4. PLANNING AND ORGANISATION

· Evidence of ability to manage budgets

· Excellent organisational skills 

· Ability to self-initiate.
	Application/Interview/Test 

	5. LEARNING AND DEVELOPMENT
· Evidence of ongoing scholarship/research
	Application/Interview

	6. PEOPLE AND CULTURE

· Experience of working with employers, e.g. in relation to employer engagement or curriculum enhancement/development.
	Application/Interview

	7. COPING WITH PRESSURES AND SETBACKS
· Ability to meet deadlines 
	Application/Interview

	8. INTERPERSONAL SKILLS

· Excellent interpersonal and communication skills
	Application/Interview

	9. APPLY EXPERTISE AND TECHNOLOGY

· Ability to utilise IT and ILT, both within learning and for administrative and management purposes

· Background and experience of teaching and leadership in one or more areas relevant to this post.
	Application/Interview/Test

	Conditions of Service – Head of School

	Salary

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

	Pension Scheme

	Your normal working hours will be 35 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.

	Holiday Entitlement

	In additional 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 38 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 positon to which you have been appointed will be assessed. 

	Staff Development/Continuing Professional Development

	You will be required to complete a minimum number or 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 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.  

	The College operates a no smoking policy across campus.


