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Job Title:	STEM Education Programme Manager

Directorate:		Engineering and Education
					
Reports to:		Head of Education Programmes			

Overall Aim 	The post holder will be responsible for delivering a Science, Technology, Engineering and Maths (STEM) education programme to an existing network of secondary schools and further education (FE) colleges across the West Midlands, with the aim to inspire and support the next generation of engineers and technicians.

Key Responsibilities

1. Lead on the management of relationships with in-school/college coordinators, who lead the programme within their respective institutions, so they remain fully engaged with all activities relating to the project, including leading termly coordinator meetings to facilitate peer-to-peer support and collaborative working.
2. To facilitate, through the Academy’s Grant Management System, an annual grant cycle for in-house school/college funding allocations; advising schools and colleges on appropriate workshops, activities, kits and resources etc. which will enhance the E in STEM.
3. To lead on the delivery of an annual Post-16 Technical Education bursary scheme, working closely with in-college coordinators on the recruitment, selection and awarding process and putting appropriate payment and monitoring systems in place.
4. Through the Academy’s Grant Management System launch an annual application cycle for higher education bursaries.  Ensuring appropriate application, eligibility and selection criteria are in place and developing promotional materials to advertise the bursaries within eligible network schools and FE colleges.
5. Working with local employers, FE providers and higher education institutions to run an annual industrial secondment scheme for engineering FE lecturers and/or local STEM teachers.
6. Lead on the timetabling of a series of engineering activities and celebration events – both collaborative and in individual schools and colleges – facilitating the effective organisation of these as per the project delivery plan.
7. Work in partnership with local and national STEM support organisations to ensure a coordinated offer for our network of schools and colleges.
8. Lead on the ongoing review and development a series of programme management documents, including a detailed project delivery plan, evaluation plan and marketing and communications plan.
9. Develop of a series of annual programme-level KPIs and other monitoring activities to record outputs, outcomes, and impact, reporting on and communicating these as required to programme funders and the wider community
10. Work closely with our partners at WMG, the University of Warwick, regarding programme evaluation and the mutual promotion of each organisation’s activities for the benefit of network schools and colleges.
11. Ensure the local press is well-informed about activities and progress related to the project, capitalising on any local media and press coverage opportunities.
12. Regular liaison with the Head of Education Programmes on all matters relating to the continued effective day-to-day operation of the project.
13. To carry out any other duties as requested by the Head of Education Programmes.

Key Results  

1. Development of a robust set of programme management documents and KPIs to inform programme delivery.
2. Benefits of the programme delivered within budget, to time, to quality, and consistent with commitments to funders and agreed KPIs.
3. Strong working relationships with all key stakeholders including staff, teachers and other school/college representatives, the STEM community, employers, programme funders and programme beneficiaries.
4. Programme delivered following best practice in programme management and effective use of the Academy’s electronic Grants Management System.
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Role experience, knowledge and skills profile
Job Title: 	STEM Education Programme Manager


	
	Essential 
	Desirable 

	Experience & qualifications 
	· A graduate or equivalent experience
· A demonstrable track record of success in the management and delivery of STEM education programmes
· Experience in stakeholder management
	· Experience of electronic grant management systems
· Experience in events management
· Recent experience of the education system, either schools or post-16
· Recent experience of the STEM/engineering business sector

	Knowledge 
	· An understanding of the current 11-18 school and college systems in the West Midlands
· Knowledge of good practice in programme management
	· An understanding of the STEM education landscape (organisations and providers) both locally to the West Midlands and at a national level
· A project management qualification

	Skills 
	· Excellent project-management and administrative skills
· A self-starter with the confidence to work autonomously and pro-actively
· Excellent computer skills and knowledge of the full Microsoft suite of programmes
· Skills required to facilitate programme evaluation and to use formative evaluation to improve the educational programme and its associated activities
· Effective communicator; both orally and in writing
· Team worker with good interpersonal skills
· Able to perform effectively under pressure
	

	Personal style and behaviour 
	· An interest in the education of young people and a commitment to widening participation in engineering education
· Personal commitment to the corporate values, vision and objectives of the Academy – read our Strategy for 2020-2025 here



	Other requirements 
	· Commitment to quality, customer service, best practice and best value in all aspects of the Academy’s operations
· Evidenced commitment to equality and diversity
· Willingness to travel within the UK as required
· Willing to work from home as well as WMG, the University of Warwick. Occasional travel to the Royal Academy of Engineering’s offices in London will also be required.
· A satisfactory enhanced DBS check (this will be organised by the Academy – existing disclosures will not be accepted)
· Carry out the tasks defined above with initiative and without undue reference to the Head of Education Programmes
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