
	Job Details

	Job Title
	Curriculum Area Manager – Community Learning Development

	Reports to
	Head of Department – Adult Skills

	Job Family
	Management

	Location
	Bradford College

	Date Prepared
	June 2024

	Job Overview


	Purpose Statement
	[bookmark: _Hlk117602237]This is an important FE Curriculum Area Manager role that will have responsibility for all operational matters within the Community Learning curriculum area for adult students. This role has a clear focus on curriculum design, development and delivery as well as the performance management of staff within the area. You will work closely with the Head of Department to ensure that the curriculum meets the needs of students, business and the community and that students receive an outstanding learning experience whilst ensuring quality, recruitment, staffing and financial targets are met.  You will be responsible for developing & maintaining a strong community network which extends the reach of Bradford College into all areas of Bradford. As a manager leading a curriculum area you will provide inspirational leadership for staff and students and embed our values: Respectful, Inclusive, Trust, Inspirational & Aspirational.

	Role Accountabilities
	[bookmark: _Hlk117602285]• To be responsible for planning and management of the performance of all courses in the Curriculum area.  This includes but is not limited to:
· maximising student enrolments
· ensuring overall outstanding quality of the provision through quality interventions and support.
· ensuring that targets and KPIs for attendance, retention, attainment, performance measures (including value-added) destinations and internal progression in all provision pathways are met
· through regular review of curriculum delivery across the curriculum area ensure optimization of the curriculum plan and delivery; 
· ensure curriculum area student satisfaction benchmarks are met each year;
· ensure equality and diversity targets are embedded across the curriculum area.
· contributing to the self-assessment process at all levels
[bookmark: _Hlk117602302]• To be responsible for the performance, management and development of the curriculum area staff, including setting targets, monitoring KPIs, managing performance, attendance, recruitment, AWAMs, induction, appraisals and curriculum related staff development.
[bookmark: _Hlk117602383]• To ensure full compliance first time with all College procedures and systems and report on these via KPIs.  To ensure appropriate records, registers, staff and student timetables are maintained and available as required by internal management information systems and external audit regimes.
[bookmark: _Hlk117602413]• To liaise with the Head of Department to enable the curriculum area budget allocation to be deployed efficiently and effectively; provide course costings and information relating to resources, ensuring that a quality experience for students and appropriate working resources and development is in place for staff.
• To ensure effective management of the physical resources of a Curriculum Area and maintain a safe and secure learning environment by ensuring regular risk assessments are undertaken.
 To work with partner organisations and stakeholders within the wider Bradford setting to ensure that the college has a far-reaching curriculum offer that ensures we meet the recruitment targets for our Adult Skills budget
• To contribute to the collegial culture, mission and strategic objectives and to work with colleagues in the department and in other curriculum and service / support areas across the College.
[bookmark: _Hlk117602525]• To support the Head of Department in the planning, innovation, design and development of curriculum provision and cross College marketing activities.
[bookmark: _Hlk117602542]• To manage within the curriculum area the guidance, selection, admission and progression of students and deal with matters relating to their performance, achievement, conduct and discipline as well as complaints.
• To ensure that 16-19 provision within the curriculum area meets the requirements and guidelines for study programmes including compliance with maths and English conditions of funding and work experience
• To ensure planning and delivery of AEB, NSF and Loans funded provision meets the target enrolment and budget allocation annually
• To be responsible for quality improvement within the Curriculum Area. 
• To undertake teaching and /or training/assessing if required and approved by the Head of Department 
• To develop and invigorate the Curriculum area course offer.
• To work and support the liaison with validating bodies, awarding bodies, exam boards and professional bodies to ensure compliance with curriculum quality requirements.
• To co-ordinate and be responsible for the effective administration of assessment, internal and external verification for courses and awards within the curriculum area.
• Ensure staff fully participate in the use of ILT and digital technologies in teaching and learning.
• To be responsible for compliance with all college policies and procedures
[bookmark: _Hlk117602371]• To undertake additional duties that may be required commensurate with the level of responsibility of the post. 
To deputise for the Head of Department as appropriate

The post holder will be required to:

• Commit to the College safeguarding 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.
• Undertake a Disclosure and Barring Service check for this post.
•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.

Other Duties

These duties may be amended from time to time by the line manager in consultation with the post holder


	Method of working
	To work across all of the college campuses, including community & workplace venues. 
Bradford College expects all staff to work effectively as part of a team or teams, delivering high quality standards of work that supports and provides an excellent student / employee experience across the college. 
As a minimum this requires dealing with people politely and tactfully, communicating with colleagues and students both formally and informally, offering guidance and information in accordance with College guidelines, policies and procedures when requested and contributing to the maintenance of Bradford College environment. 
In order to do this staff are expected to make themselves aware of the relevant policies and procedures. All staff are required to maintain confidentiality as required.  	

	Working Relationships
	Directly line managed by the Head of Department – Adult Skills.

To directly line manage Community Learning staff

To work closely with, and service the curriculum of, the ESOL/English & maths/digital skills curriculum area managers. 

To liaise and collaborate with staff teams and individuals cross college.

To establish and maintain extensive links across partner & stakeholder organisations. 


	Behaviours


	Behaviours
	Respectful 
· Mindful of the expertise of people around them and is open to development and new ways of working to attain the best possible outcome.
· Supportive and actively listens to others, is curious and asks questions to reflect and confirm understanding.
· Ability to act authentically with different people and situations by remaining positive and showing understanding and empathy. 
· Lives the Bradford College values and places students at the “heart” of everything they do.
Inclusive
· Develops effective relationships by removing barriers and promoting a sense of belonging.
· To promote and support an inclusive culture where staff and learners feel valued, safe and included.
· Works with all departments across the college to build their reputation and understanding of the organisation.
Trust

· Demonstrates credibility by being honest in their interactions with others and delivering what has been agreed.
· Assumes accountability for achieving personal and departmental objectives. 
· Positively impacts on those around them working in cohesion to achieve results .


Inspirational & Aspirational
· Demonstrates passion and commitment to all the college’s strategic objectives.
· Focuses on delivering an outstanding student and employee experience.
· Challenges the status quo with confidence and innovative thinking.  
· Full understanding of the business area and the contribution they make to the wider organisational strategy 
· Demonstrates a proactive ‘can do’ attitude irrespective of the challenge.
· Takes responsibility for own development and commitment to fulfilling own potential.
· Commitment to the college’s mission to transform lives.
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Person Specification
	
Specification
	
Essential
	
Desirable
	
Examples Measured by


	Education and Training

	[bookmark: _Hlk117602687]A first degree or appropriate Level 5 professional qualification in a subject relevant to the Curriculum Area. 

A recognised teaching qualification at Level 5 or above. 

GCSE 4-9/A*- C or nationally recognised level 2 qualification in English or equivalent. (e.g. CSE 1, O Level A – C)

GCSE 4-9/A*- C or nationally recognised level 2 qualification in Maths or equivalent. (e.g. CSE 1, O Level A – C)
	[bookmark: _Hlk117602772]Management qualification
Master Degree
	Application 

	Experience





	[bookmark: _Hlk117602826]Academic experience in a field relevant to Further Education

Experience and evidence of the effective performance management of people

Experience of using data and information effectively to drive improvements within a curriculum area

Experience of curriculum planning and development to meet the needs of students, employers and the changes in Further Education

Experience of working effectively with colleagues within the curriculum area and those from the wider college teams

Experience of student pastoral care and disciplinary procedures.

Experience of liaising with awarding organisations to ensure the College fulfils their requirements

	Experience in a field relevant to the Curriculum area
Experience of working with employers in relation to employer engagement.

	Application 
Interview

	Skills and Knowledge





	Evidence of a successful track record of Teaching, Learning and Assessment, including taking an innovative approach to TLA. 

Ability to utilise IT and ILT both within learning and for administrative purposes.

Detailed knowledge of developments in the sector relating to English, maths & digital skills


	Detailed working knowledge and understanding of funding mechanisms and external drivers appropriate to FE to ensure the curriculum offer is fit for purpose and meets the requirements set by funding bodies.
	Application 
Interview

	Personal Qualities

	Ability to work flexibly and effectively as a member of a team.

Ability to liaise effectively with service and support areas across College

Ability to motivate and inspire staff and students

Excellent organisational, time-management and communication skills 

Ability to meet deadlines, sometimes with short notice

Ability to work effectively with external customers and stakeholders.

Ability to use information and data to develop intervention and quality improvement strategies
	
	Application 
Interview
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