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Job Description               

Post title: 	Programme Leader

Based at:			Haringey Sixth Form College

Reports to: 			Head of School 

Responsible for: 	The operational management of the programme area, including leadship and co-ordination of accredited and non-accredited courses across all levels of provision, the advising of students and quality assurance.

Salary: 			H26 – H29 (£50,758 - £54,324)

Primary Purpose of Role:

The post holder will be responsible for leading the programme area’s curriculum development, with new course development and approval by the awarding organisation. The post holder will also support the Head of School in providing strategic leadership and management to the programme area in line with the College strategic priorities and will A. Ensure students and potential students associated with the subject area’s portfolio of programmes/courses are provided with an excellent student experience and high- quality learning, teaching and assessment. 

Key Areas of Responsibility

DUTIES AND RESPONSIBILITIES 

1. Be responsible for the effective and efficient delivery of high-quality learning, teaching and assessment. Oversee the management of effective student learning, ensuring that the subject area achieves or retains outstanding judgments from external stakeholders.
2. Support the Head of School in achieving annual targets, raising standards, improving attendance, retention and achievement rates and raising the quality of learning, teaching and assessment by leading on quality enhancement for the subject area. 
3. Undertake routine learning walks and lesson observations and provide staff with relevant constructive feedback and appropriate action plans to assist them in developing their practice. Follow up action plans progress and provide on-going support and guidance as required. 
4. Monitor enrolments, attendance, retention and achievement rates, evaluating data and reporting trends to the Head of School, taking action as appropriate. 
5. Monitor course files ensuring schemes of work, lesson plans and teaching materials are of high quality and feedback to staff to maintain high standards of transparency.
6. In liaison with the College’s Examinations Team, co-ordinate examinations and assessments and liaise with the Additional Learning Support Team to implement reasonable adjustments for students with disabilities and learning difficulties. 
7. Respond to course enquiries where appropriate, taking part in open days, interviewing students etc. 
8. Contribute to the College’s self-assessment process, including supporting the Head of School in analysing data and drafting appropriate sections of the SelfAssessment Report (SAR) and Quality Improvement Plan (QIP). 
9. Contribute to or deliver relevant training and staff development opportunities. 
10. Investigate, respond to and act on student complaints appropriately and in accordance with College procedure, liaising with the Head of School and Assistant Principal as appropriate. 
11. In conjunction with appropriate College staff, organise exhibitions, performances, displays of work etc. to celebrate student achievement as appropriate. 
12. Contribute to the effective monitoring, review, planning and development of the curriculum, working with the Head of School to ensure it is appropriate and meets students’ and potential students’ needs and assists the College in meeting its strategic objectives. 
13. Participate in the annual curriculum review and development process, assessing trends and student feedback.. 
14. Develop coherent study routes within the subjects area, and liaise with other relevant subject areas within the college to investigate potential progression routes, internally or externally. 
15. Work with the Marketing and MIS Teams to produce content for publicity materials.
16. Propose developments to the subject area’s portfolio of programmes/courses which may be attractive and relevant to students and potential students and which could widen participation.  Proactively promote the subject area’s portfolio of programmes/ courses to different audiences and potential students, liaising with the Marketing Team as required.
17. Develop and maintain relationships with appropriate external organisations to assist with curriculum development.
18. Offer clear subject leadership to all staff involved with the subject area and deploy and organise the team in a way that makes the most effective and efficient use of all team members. 
19. Plan and deliver high quality learning opportunities, undertaking approximately 22 hours of teaching a week. 
20. Assess students’ progress and achievement and complete all assessment documentation fully and in a timely fashion. 
21. Work in accordance with the Health & Safety at Work Act and the College’s Safeguarding and Prevent procedures, ensuring the College is a safe environment for staff, students and visitors.
22. Carry out such duties as may be required from time to time by the College that are appropriate to the grade of the post.



Person Specification for Programme Leader

	Qualifications:
	Essential
	Desirable

	A degree or equivalent professional qualification
	X
	

	Teaching qualification (DTTLS, PGCE, Cert Ed)
	X
	

	Evidence of Continued Professional Development (CPD)
	X
	

	Knowledge, skills and experience:
	Essential
	Desirable

	Proven experience of managing courses in an educational setting or a relevant industrial background
	X
	

	A background of successful teaching
	X
	

	Experience of curriculum planning and sequencing
	X
	

	Understanding of study programmes and funding methodology
	X
	

	Experience of liaising with Awarding Organisations and ensuring high standard in assessment and verification
	X
	

	Experience of teaching observations and learning walks
	X
	

	Skills and competencies:
	Essential
	Desirable

	High level of applied literacy and numeracy
	X
	

	Excellent communication skills, both written and verbal
	X
	

	Good IT skills (MS Office, Internet) and a commitment to continuous development of digital learning skills and working practice
	X
	

	Ability to use and interpret management information and performance data, identify trends and take swift action
	X
	

	Strong people skills with the ability to lead and motivate teams through periods of change
	X
	

	Ability to successfully implement and deliver new curricula and initiatives
	X
	

	The ability to embrace collaboration
	X
	

	Strong organisational skills and the ability to plan, monitor and evaluate within tight deadlines
	X
	

	Other qualities:
	Essential
	Desirable

	Demonstrated commitment to the College’s vision, mission and values and models this through leadership behaviours
	X
	

	Resilience and the ability to cope with pressure and difficult situations
	X
	

	Well-organised and works autonomously with minimal close supervision
	X
	

	Strong problem-solving capabilities
	X
	

	The ability to build and maintain respectful professional relationships with stakeholders
	X
	

	Effective presentation skills
	X
	

	Willing to acquire new skills/undertake further training where necessary
	X
	

	A proven ability to develop creative and innovative solutions 
	[bookmark: _GoBack]X
	



image1.png




