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Job Description - Curriculum Team Manager

Job Purpose:
To be a member of the curriculum management team with responsibility for the planning, design, and implementation of the curriculum within the curriculum area and to manage team(s) of staff with responsibility for the delivery of curriculum activities.

Line manager:
Assistant Principal 

Main Duties and Responsibilities

Staffing

1.
Line manage staff within the curriculum team.  Encourage the development of various teaching and learning methods.

2.
Promote the welfare, career development and fulfilment of each member of staff in consultation with the Staff Development Director and Professional Development Managers.
3.
Ensure that the timetables and attendance schedules for staff meet the College’s management and timetable guidelines.

4.
Under the direction of the Assistant Principal determine staffing requirements for the curriculum area in terms of skills and deployment.  Ensure that deployment is cost effective.

5. Participate in the interviewing and safe appointment of full and part-time staff.

6. Monitor all aspects of staff conduct and performance.  Undertake appraisals and take action where necessary in conjunction with the input from a Teacher Development Manager.  For newly appointed staff, monitor performance during the probationary period and report on the satisfactory or otherwise completion of this period.

7. 
Advise the Staff Development Director on aspects relating to the organisation of staff training and development.

Curriculum

1. Liaise with the Assistant Principal on advising on curriculum development for inclusion in the Strategic Plan and curriculum improvement plans and implementing developments in line with these key objectives.

2. Manage curriculum programmes within a given area in accordance with College quality systems.

3.
Manage the development of relevant resources and strategies linked to teaching, learning and assessment.

4.
Liaise with appropriate managers to ensure that satisfactory arrangements are being made for internal and external examinations and assessments within a specified area.

5.
Liaise with the appropriate course leaders, subject leaders and senior tutors in the co-ordination of reporting on student progress in a specified area.

6.
Liaise with the Marketing Manager on the preparation of publicity material and with the admissions team to make appropriate arrangements for Open Days, marketing, school liaison, etc.  

7
Support the Assistant Principal in ensuring that fully comprehensive and all-inclusive course reviews and the annual self-assessment programmes for curriculum areas are produced in accordance with quality standards and procedures.  The production of appropriate components of the College’s self assessment report.

8.
Support the Assistant Principal in the achievement of College targets for course and subject areas.
9.
Manage arrangements for the servicing of courses for other curriculum areas.

10.
Develop the curriculum provision so that it links with the College’s community activity.

Financial

1.
Ensure that staff keep appropriate financial records and inventories of resources.

2.
Ensure that staff keep appropriate and secure records of student admissions, retention, achievements, destination and other data such as to satisfy external inspection and auditing and internal monitoring.

3. Manage budgets for part-time teacher deployment within approved levels.
4. Ensure that course timetables meet the College’s curriculum plan.  

5.
Manage the submission of budget proposals and advise on the allocation of the College’s resources, both staffing and physical.

Disclosure and Barring Service Check 
All staff must undergo an Enhanced DBS Check and cannot commence employment until satisfactory clearance is received.   All staff are required attend relevant training on safeguarding children.  Halesowen College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The recruitment interview will explore an applicant’s suitability to work with children/young people.
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