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JOB DESCRIPTION

Curriculum Manager – English
SALARY:
 
Leadership Spine L1- L4 (£45,517 - £48,494)
LOCATION:

City of Stoke on Trent Sixth Form College

REPORTS TO:

Assistant Director of Teaching, Learning, Assessment (HLL)

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 below.
POST OBJECTIVE
The appointee will take overall responsibility for the curriculum leadership, quality improvement and development of the English department. This will include improving student performance; managing the performance of teaching staff; co-ordinating the delivery and assessment; resource management; monitoring and reporting; development of effective relations with external partners.
In addition, Curriculum Managers have a responsibility to implement, and monitor the effectiveness of approaches taken in the delivery of the subject to meet the strategic objectives of the College.
GENERAL DUTIES AND RESPONSIBILITIES

· To participate in College processes as required.
· To comply with the College’s policies and codes of practice in relation to Health and Safety, Equality and Diversity and Quality Assurance.

· To work flexibly in the interests of the College as required.

· To participate in the College Performance Management Scheme and undertake staff development activities as appropriate.

· To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults you are responsible for, or come into contact with, and outside of this, to exercise vigilance at all times.
· To undertake other reasonable duties commensurate with seniority and grade.
POST SPECIFIC DUTIES AND RESPONSIBILITIES

In addition to the responsibilities of a teacher under the Sixth Form Colleges Conditions of Service, the post-holder will be responsible for:
Curriculum leadership and management: 

· Lead & manage the English department in the continuous drive to improve student outcomes, in particular; high grade achievement, value added and achievement rates.
· Promote a learning culture within the English department through systematic use of lesson observations, learning walks, coaching and mentoring, and the sharing of best practice.

· Responsibility for ensuring rigorous quality assurance through the application of the Quality Assurance framework, including the preparation of department Self-Assessment Report, Quality Improvement Plan and setting and monitoring of individual teacher performance management targets.

· Actively promote learner voice and implement positive change in response to feedback.

· Ensure the consistent application of the College assessment and marking procedures by standardisation, the moderation and sampling across assessments on all English courses.

· Lead on the development of interactive learning resources, detailed schemes of work and the design of effective formative and summative assessment materials, monitoring the impact of these.
· Ensuring effective internal communication across the curriculum delivery team and to College senior management.

Development of an appropriate curriculum to enable learning for achievement:

· Take a management role in ensuring English courses develop both academic excellence and the skills necessary for progression to employment or further study.
· Develop an assessment schedule that help students make suitable progress, and provides reliable, valid data to inform planning for learning

· Be a dynamic practitioner, encouraging imaginative learning and teaching approaches including the effective use of ILT, and other resources.

· Develop a range of opportunities to enrich the student experience within curriculum area. 

· Develop effective links with a range of partners including University departments, schools and community groups to widen participation and to increase participation and enrolments.

Managing Resources:

· Effective and efficient deployment of human and physical resources for a range of courses to ensure value for money.

· Ensure Learning Resource Centre staff and resources support effective learning outside the classroom. 

· Working with the ADTLA to ensure that appropriate staff supervision and cover arrangements are in place for a range of specified courses. 

· Ensure consistent use of College systems and other resources to develop literacy across the curriculum. 

· The implementation of Health & Safety procedures. 

Monitoring and reporting student performance by: 

· Implementing college policies pertaining to internal and external examinations, overseeing their implementation, and analysing achievement and value added performance.
· Monitor the performance of ‘reportable’ groups and take prompt action where there is underperformance.

· Rigorous monitoring of student performance against target grades, attendance and punctuality, and record appropriate actions in student Individual Learning Plans.

· Close liaison with college Progress Coaches to ensure prompt and effective learner interventions.

· Providing appropriate student information to parents and colleagues.

Other Duties: 

· To actively promote the curriculum, offer to a range of stakeholders within the context of College Marketing and Liaison activities. 

· To ensure increased collaboration with a range of partners including schools, local industries, Colleges, higher education and other external parties. 

· Professional Development: To actively manage in the professional development of departmental staff, including activities agreed during performance management discussions.

· To undertake other reasonable duties commensurate with seniority and grade.

PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE
	ASSESSED BY

(Application, Task, Interview)

	Qualifications

	Good honours degree or equivalent in appropriate field.
	(
	
	Application

	Teaching qualification.
	(
	
	Application

	Leadership and Management.
	
	(
	Application

	Professional development, skills, experience and knowledge

	A passion for learning and ability to instil this in others.
	(
	
	Application / Interview / Task

	Experience of leading and managing a team successfully- ability to motivate.
	(
	
	Application / Interview / Task

	A proven track record of high success rates and good value added on English courses at both Level 2 and 3.
	
	(
	Application / Interview

	Experience of successfully leading curriculum development.
	(
	
	Application / Interview / Task

	A consistent record of ‘good/outstanding’ teaching and learning.
	(
	
	Application / Observation

	Pro-active engagement in peer observations, coaching and mentoring.
	(
	
	Application / Interview

	Experience of working with external partners in development and/or delivery of provision.
	
	(
	Application / Interview

	Experience of effective deployment of support staff in lessons and in learning outside of the classroom.
	
	(
	Application / Interview

	Personal skills and attitudes

	A high level of expertise in teaching and learning methodologies including effective use of ICT appropriate to the curriculum.
	(
	
	Application / Interview / Task

	A balance of sensitivity and firmness in supporting colleagues in raising standards.
	(
	
	Interview

	A pro-active commitment to professional learning and development.
	(
	
	Interview

	Excellent interpersonal and communication skills.
	(
	
	Interview / Task / Application

	Resilience, determination and a sense of humour.
	(
	
	Interview / Application

	Adaptability and a capacity to balance and organise a range of commitments.
	(
	
	Interview

	The ability to promote the College's equality of opportunity policy in all aspects of the work of this post.
	(
	
	Interview

	The ability to respond positively to students from a wide range of ethnic and cultural groups.
	(
	
	Interview

	Hold a current driving licence.
	
	(
	Application


The College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All employees are subject to an enhanced DBS (CRB) Disclosure prior to taking up an appointment with the College.

