
the HUB manager.
job description

reports to

hours

salary

Vice Principal

Term time only, 35 hours per week

Sixth Form Colleges National Pay 
Spine Point 29-31: £23,496 - £24,947 
(FTE) pro rata to £20,089 - £21,329

specific duties.

The role will take responsibility for the overall management 
of The Hub, College’s study space with over 230 computers 
and individual study stations, a library of study resources to 
support student learning, a careers and higher education 
section, and a dedicated Microsoft Training room.

• To manage The Hub to ensure its effective day to day operation.

• To manage The Hub information systems, manuals and procedures.

• To liaise with the Vice Principal to provide adequate and appropriate staffing for this area. 

• To manage promotion of the The Hub, both internally and externally.

• To lead and manage the The Hub team, including delegation and supervision of work, timetabling, appraisal, 
training and development.

• To organise and deliver training sessions for staff in the use of The Hub resources/facilities, and liaise with subjects and 
departments on resource provision.

• To have responsibility for the facilities and services provided in the The Hub, including their evaluation and 
development.

• To manage the The Hub budget.

• To manage enrolment / start of term procedures relating to The Hub and student identity badges.

• To manage the acquistion and promotion of resources in consultation with Heads of Department and other relevant 
stakeholders

• To manage centralised book purchasing in co-operation with Heads of Department and Finance.

• To monitor and evaluate library services including the provision of reports and statistics, in line with College quality 
measures.

• To organise The Hub inductions for all new students and staff to ensure guidance is given on making effective use of 
the Centre’s facilities.

• To ensure acceptable levels of behaviour and an environment conducive to study are maintained at all times.

• To ensure the The Hub consults regularly with teaching staff responsible for curriculum development in order to 
maintain familiarity with changes in the curriculum and to be responsive to change.

• To develop and implement strategies for encouraging effective use of learning resources and promote information 
literacy across the curriculum 

• To liaise with local and national organisations, including professional bodies, libraries and other educational 
institutions, to develop the service.

• To represent the Hub at college events such as Open Evenings

• To manage the BTEC / OCR submission process.

• To manage training for Microsoft Office.

• To oversee maintenance of Digital Signage 

• To undertake any other duty allocated by the Principal appropriate to the post.



closing date: 12 Noon, Friday 22nd November 2019Please email these to: hrdept@bsfc.ac.uk

1. Complete the Application Form for Support Staff

2. Write a Letter of Application of no more than two sides of A4 explaining how your qualifications and experience 
match the requirements of the Person Specification.

Successful applicants will be invited for interviews 
on Wednesday 27th November 2019. fe awards
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Management Qualification (Level III or Level IV)

person specification.
Qualifications essential desirable

Knowledge / Skills / Abilities essential desirable

An understanding of trends in information & learning technology, and their role in the 
learning process

Ability to motivate and lead a team in a rapidly changing environment

The Colleges values of Positivity, Ambition, Resilience and Thoughtfulness

To demonstrate a commitment to essential desirable

Personal development and training

Safeguarding and promoting the welfare of students

Equality and diversity

how to apply.
If you are ambitious and determined to make a meaningful difference in one of the country’s leading sixth form colleges 
then we would be thrilled to have you join our team.

interviews.

about the College.
This is an exciting opportunity to join a highly successful and innovative sixth form college. The College was awarded the 
UK Sixth Form College of the Year by the TES in 2018 and this followed being graded outstanding in all areas by OFSTED in 
December 2016. All staff play a vital role in the experience that students have with us and ultimately their success. 

The College currently has a 16 to 19-year-old student population of 1400 and is oversubscribed. Consequently, the 
College is embarking on an expansion project for 2019/2020 as student applications continue to increase year on year.

The College is committed to its core values of Positivity, Ambition, Resilience and Thoughtfulness, and these values 
shape everything we do. Our ethos is centred on the scientific evidence that tells us that everyone can achieve success 
through purposeful hard work as opposed to the talent myth, and as such, the College is in itself an engine for social 
mobility.

Experience of working within a library or learning resources centre

Experience essential desirable

Experience of meeting the needs of learners from a wide range of backgrounds

An awareness of developments in educational provision and how learning resources can 
meet these changing needs

A proven track record in providing innovative and customer focused quality improvements 
and developments

Ability to work effectively with staff across the College to maximise learning opportunities 
through usage of the The Hub

Ability to carry out strategic planning for the The Hub

High level IT skills in a range of relevant computer software applications

Ability to manage projects and budgets, within timescales, to a successful outcome


