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JOB DESCRIPTION

Job Title:

Programme Leader – Level 1 and 2 Mathematics
Date of Job Description:

February 2018



Responsible to:

Curriculum Manager

Key Role:

To manage and develop GCSE Mathematics and Functional Mathematics at Entry Level 3 and Level 1 within New College.



Co-ordinate the Staff, Resources and Learners to ensure quality of provision.



Manage and develop the embedding of Mathematics in all curriculum areas.

Main Duties

1.
Manage the Quality of GCSE and Functional Mathematics Programmes.

2.
Coordinate Staff and Resources for the GCSE and Functional Mathematics Programmes.

3.
Coordinate the Learner Experience for the Programmes.

1. Manage the Quality of Programmes

1.1 Maintain, improve and evaluate the quality of the courses offered by the programme, as measured by recruitment, retention, achievement, high grades and value-added. In conjunction with the Faculty Manager and Curriculum Manager, set the course team KPIs and ensure the team works to and reports on these regularly.

1.2 Collaborate with the course team to write Course Reviews and QIPs and to coordinate quality circles.

1.3Ensure the quality of the staff team and joint resources. Liaise with Professional Development Officer to ensure the relevant CPD requirements for the course team.

1.4 In conjunction with the Quality Manager and Advanced Practitioners, develop good practice and encourage a high standard of teaching and professional updating.

1.5 Liaise with Exams Officer and Awarding Bodies to ensure quality moderation and timely responses to their deadlines.

1.6 Through effective monitoring, be responsible for input to Self-Assessment Report, Quality Improvement Plan and other academic reports. 

2.
Coordinate Staff and Resources for the Programmes
2.1 Communicate clearly and regularly with the lecturers on your programme so that the demands of the exam boards and the needs of the learners are met to the highest standards. 
2.2 Develop up-to-date resources and activities with those on your team so that learners can acquire knowledge, develop understanding, and see the relevance of the course(s) to their future progression into higher education or into employment.

2.3 Maintain the quality of the VLE: ensure that the resources are kept up to date, delegate certain areas to lecturing staff if relevant, and track usage by learners to demonstrate impact.

2.4 Manage assessment, recording of grades, and report writing systems for the staff in your programmes and check Pro-Monitor data regularly.

3.
Coordinate the Learner Experience for the Programmes

3.1 Ensure that effective and appropriate information, advice and guidance is given to learners, their parents/carers, their employers and delivery staff. Ensure the accuracy of College Prospectus and Information sheets for your courses

3.2 Ensure all learners meet the entry requirements for the course and undertake specified pre-course assessments.

3.3 Work with the Curriculum Manager and Employability Team to ensure the allocation of employability activities, guess speakers and placements, etc. where required.

3.4 Communicate with relevant NC staff and parents/carers where you have been notified about problems with individual students, so that swift action can be taken. Support the team with managing the disciplinary processes within your courses.

3.5 Manage complaints from students efficiently and in a timely manner, ensuring that you keep your Curriculum Manager/Faculty Manager up to date with these.

3.6 Liaise with Curriculum Managers and Programme Leaders across college to promote embedding of GCSE maths topics and to raise the awareness of key dates and milestones in the course.

3.7 Deliver CPD to promote embedding of maths and numeracy skills.

All staff at New College must comply with equalities legislation and Ofsted requirements as stated in the Common Inspection Framework (CIF) by advancing equality of opportunity, fostering good relations between different groups of people, eliminating discrimination, harassment and victimisation, recognising diversity and embedding equality and inclusion in their work.

You are required to have or obtain knowledge and understanding of your responsibility for promoting and safeguarding the welfare of children and young people that you are responsible for, or come into contact with which includes the PREVENT Duty.

This job description is not a comprehensive definition of the post.  Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as defined above.
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PERSON SPECIFICATION – Programme Leader - GCSE Maths
	Method of Assessment

The table indicates the method by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview
	Presentation
	Test

	Qualifications
	
	
	
	
	

	A degree in Maths or related subject
	E
	X
	
	
	

	Hold a full Level 5 teaching qualification (or be on a teaching programme) 
	E
	X
	
	
	

	Minimum of Level 2 qualification in English and Maths (or Literacy and Numeracy)
	E
	X
	
	
	

	Minimum of Level 2 qualification in ICT. If not held, successful candidates will be required to undertake a relevant Microsoft qualification within first 12 months of employment.  If the qualification held is more than 10 years old, we will require you to undertake a relevant refresher qualification.

	E
	X
	
	
	

	Knowledge / Previous Experience / Skills
	
	
	
	
	

	An in depth knowledge of the subject specialism to teach on level 2 and 3 qualifications
	E
	X
	X
	
	

	Knowledge and understanding of course work requirements and assessment
	E
	X
	X
	
	

	Good IT utilisation of presentation skills including the ability to use electronic whiteboard interactively
	E
	
	X
	
	

	Proven experience of effective time management and workload prioritisation
	E
	
	X
	
	

	Previous course/programme leader experience
	D
	X
	X
	
	

	A proven commitment to professional and personal staff development and equal opportunities
	E
	
	X
	
	

	Knowledge and understanding of your responsibility for promoting and safeguarding the welfare of children and young people that you are responsible for, or come into contact with
	E
	
	X
	
	

	Personal Attributes
	
	
	
	
	

	To be able to work as an effective and supportive team player and subject programme leader
	E
	
	X
	X
	

	The ability to work within strict timeframes in a pressurised environment
	E
	
	X
	
	

	The ability to communicate effectively at all levels using appropriate methods
	E
	
	X
	
	


In addition to the candidate’s ability to perform the duties of the post, the selection process will also explore issues relating to safeguarding and promoting the welfare of children.
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