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Job Description

Post Title: Assistant Curriculum Manager – Creative, Digital and Enterprise Full Time (0.7 ACM 0.3 MGL) 
Salary points: 39 – 41 -  £34,318.00 - £36,407.00
Job purpose:

· The post holder will have 0.7 remission to support the Curriculum Manager and colleagues within their area to ensure a consistent and high quality experience for all learners leading to high and improving achievement rates. Through collaboration, working with other Assistant Curriculum Mangers the post holder will have a particular responsibility for improving the quality of teaching, learning and assessment; the study programme and maths and English. This is in addition to a 0.3 Main Grade Lecturer role.
Duties and Responsibilities:

· To support the Curriculum Manager to ensure the consistency and quality of the learner experience

· To support the Curriculum Manager in achieving agreed achievement, pass and retention rate targets

· To support the implementation of the College’s Study Programme policy within the area.
· To promote high standards of assessment and monitor the Quality Assurance processes within the Curriculum area
· To work with the Curriculum Manager to embed a culture of continuous professional development within the curriculum area with a particular focus on teaching, learning and assessment. 
· To ensure robust and challenging target setting for learners that will improve value added in the area 
· To monitor and support the delivery and achievement of Maths and English within the curriculum area

· To lead the development and delivery of personal and employability skills within the area

· To support course leaders in addressing poor retention and/or achievement. 
· To support the development in teaching, learning, and assessment within the area, co-ordinating activities where necessary with the Advanced Learning Practitioners.
· To support staff where required to improve performance to meet expectations.
· To undertake observations of teaching and learning, and appraisals in support of the Curriculum Manager

· To participate in cross- college quality improvement activities

· To work with Learner Services to ensure at risk learners receive appropriate support.

· In addition, the post holder will be required to fulfil the duties and responsibilities of a Main Grade Lecturer in one of the following areas, Vocational Design, Performing Arts (including Music), Business, Catering, Hair and Beauty
· Support for Curriculum Managers as required to include deputising duties
· To actively promote and contribute to the delivery of the College mission, vision and values.
· To contribute to the leadership and management of the College.
Line Management Responsibility: 
· To manage the Progress Coaches within the Curriculum area
Reports to:

· Curriculum Manager

Contacts (Internal and External):

External

Liaise with external schools, employers, managing agents, awarding bodies and other relevant stakeholders.
Internal

The College central units, College personnel
Other Assistant Curriculum Managers

To support the Curriculum Manager by leading agreed curriculum areas and staff

Holidays
The basic holiday entitlement is 42 days plus 8 statutory days of which up to 5 days can be directed by management.  The holiday year is from September to August.
Health & Safety
To maintain a positive attitude to health & safety in carrying out personal responsibilities and to co-operate with the health & safety/local rules/codes of practice relating to health & safety matters.

Equality & Diversity
The College has a strong commitment to working towards the implementation of equality of opportunity in both service delivery and employment.  The College’s mission and strategic objectives directly support this aim.  All employees are required to actively support the development, dissemination and implementation of this aim and related policies and programmes.

Safeguarding of Children and Vulnerable Adults

The College is committed to safeguarding and promotes the welfare of all learners and expects its staff to share this commitment.  Employment at the College is subject to an Enhanced DBS check and any post involving regulated activity will also be subject to a barred list check.

Advisory notes:

This job description is intended to include the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but while some variations will be expected, these will be at an appropriate level for the role. This job description is a reflection of the current duties of the post and may be subject to changes in the future following consultation with the post holder.
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Post Title:
 Assistant Curriculum Manager Skills for Life


Applicant Number:

	
	ESSENTIAL / DESIRABLE
	EVIDENCE

Application, Presentation, Interview
	Score at Shortlist

0-4
	

	Experience
	ESSENTIAL:

· Experience of delivering successful teaching, learning  and assessment in a FE environment resulting in high achievement rates
· Experience of working with both 16-19 and adult learners
· Experience of FE Curriculum, including maths and English and study programmes 

· Experience of observation of teaching, learning and assessment.

· Experience of developing the quality of  teaching, learning and assessment and working with underperforming tutors
DESIRABLE:

· Experience of coaching and/or mentoring within an FE environment

· Experience of leading or managing people 
· Experience of working with employers or outside agencies on projects
	· Application/interview
· Application/interview
· Application/interview
· Application/interview
· Application/interview
· Application
· Application
· Application
	· 
	

	Education & Training
	ESSENTIAL:

· Educated to degree level or equivalent in a relevant specialist subject

· PGCE or Cert Ed teaching qualification

· Maths and English qualification at Level 2 

· A commitment to continual professional development relevant to the role
DESIRABLE:

· Assessor/ verifier awards 
· A qualification in team leading or management 
	· Application

· Application
· Application

· Application
· Application

· Application


	
	

	Skills/Knowledge/Abilities
	ESSENTIAL:

· Ability to build effective relationships with learners and colleagues

· Excellent level of planning and organisational skills
· Excellent understanding of the FE curriculum and knowledge of key developments affecting learning in FE
· Evidence of leading on initiatives / projects
· Excellent interpersonal and communication skills

· Good level of data interpretation

· Evidence of a high level of motivation and enthusiasm for the role
DESIRABLE:

· Excellent IT skills
· Knowledge of funding methodologies related specifically to FE
· Knowledge of quality assurance systems linked to external organisations and internally across an FE College
	· Application/interview 
· Application/interview
· Application/interview
· Application/interview
· Application/interview
· Application/interview
· Application/interview
· Application/interview

· Application
· Application
· Application

	
	

	Additional Factors
	ESSENTIAL:

· Committed to the principles of inclusiveness and equality and diversity

· Commitment to safeguarding and promoting the welfare of young people and vulnerable adults.

· Commitment to working in accordance with the College’s policies and procedures
· Must be committed to and uphold the College’s corporate values

· Commitment to participate in continuous professional development 


	· Application/interview
· Application/interview 

· Application/interview 
· Application/interview 
· Application/interview
	· 
	


Person Specification





0 = No Evidence     1  = Limited Evidence     2 = Adequate Evidence    


 3  = Substantial Evidence     4  = Significant Evidence











