Job Description[image: London Academy of Excellence]
Chrysalis East Programme Manager

Working hours		Part-time, three days per week 
				Monday-Friday (3 days TBC) 8.00am-5.00pm
Salary				£38-43,000 FTE
Pension scheme		Local Government Pension Scheme		
Line manager		Director of Chrysalis East


We are looking for a highly organised programme manager to join our innovative school-based outreach team. You will need to be passionate about resolving educational inequality and have a commitment to raising (and measuring!) outcomes for young people.
Chrysalis East seeks to help young people in Tottenham flourish educationally and make better informed choices about their futures. We want to support more young people to achieve the grades to be able to progress to sixth form ensuring our school is accessible to as many young people locally as possible. Whilst based at LAE Tottenham, we work in partnership with a network of local schools and our programme includes academic enrichment, small group teaching, university preparation and careers guidance.

The Chrysalis East team consists of subject-specialist teachers, careers professionals and recent graduates, who together are responsible for designing and delivering innovative and inspiring sessions that ultimately raise confidence and attainment and increase the number of Tottenahm students aiming for ambitious university destinations and exciting careers. 

We are seeking an experienced manager to support us in refining and developing our programme offer, think imaginatively about measuring impact and improve how we communicate our work both internally and externally. This is a new role in our team as we look to develop our unique programme. 
LAET is committed to promoting a diverse and inclusive community - a place where we can all be ourselves and succeed on merit. We actively welcome applications from a diverse range of candidates and we welcome applicants with varying part-time requirements..
For more information on the school and the Chrysalis East programme please see the website.

We are looking for the right person to fill this important and exciting new role so we would consider other working arrangements to those listed, please contact helen.drummond@laetottenham.ac.uk if you would like to discuss this. 


Key responsibilities

· Ensure our work is delivering on the objectives of the programme
· Monitor multiple strands through their entire programme cycle in line with budgets
· Amplify the impact of our work at all levels; from primary through to alumni of LAET
· Develop a communications journey to maximise school engagement and share programme successes
· Support the Programme Director and Partnership Teaching Coordinator in setting the strategic direction of the programme
[bookmark: _heading=h.the05srg5jsn]Specific tasks 
· Manage the communication plan with schools, parents and students and liaise with the Programme Assistant in delivering that plan
· Creating content for social media, bulletins and for the website
· To closely monitor school progress and evaluate the impact of the programme
· Collate and compile funder reports and reports for governors 
· Lead on delivery of our first Impact Report due in Summer 2024
· Oversee strands of Chrysalis East work to ensure high quality delivery
· Support in the planning and delivery on aspects of the programme, summer schools, event university mentoring schemes 
· To provide a high level of support to Chrysalis East team members and partner schools; being organised, professional, and responsive
· Contribute to new staff induction and staff development 
· Deliver to a high standard all project actions in line with school policies and procedures, for example safeguarding and GDPR. 
Line Management:

· This role will be line managed by the Director of Chrysalis East, there is also the opportunity for line management responsibilities for the right candidate

Other requirements
· Ability to work flexible hours as and when required
· Expectation to work in LAET office 
· Participation in various project work as and when required to support other programmes in school during busy periods

Appendix 1 - Person specification

	Essential professional criteria
	How these will be confirmed

	Qualifications
- A good honours degree or equivalent
- Excellent grades at A-Level or equivalent subject knowledge

	Sight of original exam certificates / academic qualifications will be requested

	Knowledge and Experience
- Strong understanding of school culture
- Experience of education programme delivery and partnerships,  programme management and/or project management
- Strong understanding of programme tracking, monitoring and evaluation 
- Experience of positive and impactful work with young people
- Experience of making and delivering communication strategies to engage a wide variety of stakeholders 
- Understanding of funder engagement and experience of compiling reports for trustees/funders/governors
	Confirmation of former relevant employment will be requested.

To be tested at interview


	Skills and Qualities
- An excellent team member
- Adaptability and flexibility
- Strong communication skills
- An efficient and effective administrator, able to effectively meet deadlines
- The ability to build and sustain productive professional relationships
- An unwavering belief in the primary importance of safeguarding young people
- A passion for helping young people to achieve their potential and navigate socio-economic barriers
- A leader who is able to inspire team members to achieve their best
- Proficient computer skills, we use Google; working knowledge of software or processes to support tracking and monitoring programmes and participants
	There will be opportunities at interview to discuss experiences and examples that demonstrate these.

Referees will also be asked about these skills and qualities.




	Desirable Professional Criteria:
- Postgraduate degree and or further relevant professional studies
	
Sight of original exam certificates / academic qualifications will be requested.



	Knowledge/Experience:
- Experience of outreach and widening participation
- An excellent understanding of Higher Education and careers, including the UCAS process
- Experience with compiling and following budgets 

	
Confirmation of former relevant employment will be requested.




Appendix 2 - Further information

General responsibilities as a member of LAE Tottenham staff:
· To promote a culture of aspiration for all of our students.
· To be supportive and understanding of the differing needs of young people.
· To play a full part in the CPD programme, including prior to the start of the academic year. 
· To take part in evening and weekend events as appropriate.
· To model intellectual rigour and a can-do attitude.
· To support an atmosphere of openness and honesty. 
· To care for all other members of the school community.
· To show a genuine passion for social mobility.






Other Information
· This job description does not form part of the contract of employment.  It describes the way the post holder is expected and required to perform and complete particular duties.
· The job description is not necessarily a comprehensive definition of the role. It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the holder of the post.
· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.
· This job description may be varied to meet the changing demands of the school at the reasonable discretion of the Headteacher.
· The post holder may deal with sensitive material and should maintain confidentiality in all school related matters.
· This role will involve flexibility in terms of working hours and days to be discussed at interview.

Appendix 3 - Recruitment and selection policy statement
We are committed to diversity and inclusion and proactively seek to recruit a diverse staff body.

The London Academy of Excellence Tottenham is committed to the safeguarding and welfare of children and applicants must be willing to undergo child protection screening appropriate to this post, including checks with past employers and the Disclosure and Barring Service.
Please note that this role ‘exempt’ from the Rehabilitation of Offenders Act 1974 and therefore, you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). Further information is available on the school's website.
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