




     BARNSLEY COLLEGE
JOB DESCRIPTION (REC 3)  
Post Title :


Programme Manager
College/ Department :
Foundation Learning 
Reporting to : 

Head of Department
Grade:


Management Spot Pointed

Summary of the Post

The post holder will provide leadership and line management direction, motivation and be responsible for building a dedicated and skilled team, developing the curriculum and optimising learner enrolment, retention and success rates against targets and benchmarks.

To lead on the development of an innovative curriculum framework that provides opportunities for learners with significant barriers to learning to develop skills that will help them to progress to employment or further education. 
Main Duties 

· To be responsible for the management of specific programmes including the line management of course teams and effective curriculum co-ordination.
· To ensure the quality of teaching, learning and assessment through the evaluation, mentoring and coaching of new and existing teachers. To undertake staff development and training arising from this or from the needs of the Department.

· To provide regular progress reports on all relevant aspects of the business and student activity eg retention, achievement and success rates against targets, student progress and student satisfaction surveys.
· To plan, design and develop high quality provision to ensure the achievement of targeted growth within the programme area set against targets provided.

· To plan and manage physical and human resources effectively to ensure that they are utilised efficiently, delivered on time and within budget.
· To ensure the timetabling of programmes, staff and accommodation is implemented to best practice guidance.

· To contribute towards achieving the budgetary targets set by the Head of Department.

· To manage performance, appraisal and development of staff within the programme area and lead and motivate a team of staff to achieve high standards of performance.

· To set and monitor challenging, realistic targets to meet the Department’s objectives.
· To develop staff across the programme area to ensure their effective contribution to the Department’s and College’s culture and values.

· To carry out mentored and graded lesson observations.

· To complete self-assessment reports and related action plans incorporating clear criteria and measurements of success and promoting the dissemination of good practice.
· To act as lead Internal Verifier within the programme area including liaison with relevant awarding bodies and External Verifiers.

· To provide initial curriculum related advice and guidance, and carry out interviewing, induction, assessment and examination, including invigilation activities, of students as required.

· To teach on a range of programmes when necessary.
· To participate in publicity, marketing and public relations events including taster sessions, open/awards events which may include occasional evenings and weekends.

· Undertake other duties as may be required, commensurate with the level of the post, at the initial place of work or at any other College site, as agreed with the Head of Department.
Standard Duties in all College Job Descriptions

· Engage in the implementation of College Quality systems. 

· Show a commitment to diversity, equal opportunities and anti-discriminatory practices. 

· Show a commitment to ensuring that children and young people learn in a safe environment. 
· Ensure that all information is secured, used and maintained in line with internal and external standards including ensuring that confidential information is processed in line with the Data Protection Act and College policies
· Participate in relevant and appropriate training and development as required.

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

Department Specific Duties 
· To develop and lead on the design of outstanding study programmes for young people with significant barriers to learning
· To prepare the curriculum business plan to include a challenging and appropriate curriculum and innovative real work opportunities that generate additional income for the department.
· To provide timely and accurate data and information to the Head of Department to assist in quality review, performance review and business planning processes

· To establish a network of local contacts and develop opportunities for learners to engage in projects and activities that make positive contributions to local communities

· To ensure that learners with significant barriers to learning and/or challenging behaviour access a curriculum that enables them to develop Literacy and Numeracy skills in line with the College’s Essential Skills Policy

· To line manage and lead a team of staff in delivering an outstanding curriculum for learners with barriers to learning/additional learning needs 
· To display progressive human resource management skills and act as an effective role model to staff in the performance of their duties, respecting students, staff and all other stakeholders in the life of the College.


· To provide and analyse complex data sets to ensure accuracy, timeliness and appropriateness of statistical and financial data to meet College needs.
Method of Working
Barnsley College expects all staff to work effectively as part of a team or teams, delivering high quality education and support to staff and students.  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, polices and procedures when requested and contributing to the maintenance of the Barnsley College environment. In order to do this staff are expected to make themselves aware of the relevant polices and procedures. All staff are required to maintain confidentiality as required.   
Public Relations
Considerable importance is attached to the public relations aspect of all work undertaken by Barnsley College staff. It is a prime objective therefore that staff will at all times project to the public the image of the College as keen to assist wherever possible, and positively promote the work that is carried out across its various services. 
PERSON SPECIFICATION  REC 4  - Programme Manager – Access to Learning 
	Specification
	Essential
	Desirable
	Examples Measured by

	Education and Training

Formal qualifications and relevant training

 
	Teaching qualification (must be willing to work towards Level 6 PGCE if not already held)

GCSE Maths and English (or equivalent Level 2 qualification)

Evidence of CPD update
Level 4 Management Qualification or willingness to work towards

	Management qualification
Experience of working in a school supporting progress and attainment for disengaged learners. 


	Application Form
Certificates

References



	Work Experience

Ability to undertake duties of the post


	Evidence of having carried out and maintained good practice in the teaching role
Minimum of 2 years’ experience working with young people aged 14-19
Evidence of innovative and creative curriculum and programme development 
Evidence of contributing to quality assurance systems
Evidence of conducting appraisals or providing performance feedback
Experience of working with young people who are disengaged in an educational setting

	        Management experience in a                         curriculum area

Experience of team building/leading    Teams

Involvement in preparing bids/costing for funding purposes
Effectively managing budgets
	Application Form
Interview

Performance of task / test at interview



	Skills and Knowledge

Includes abilities and intellect


	Ability to deal with challenging behaviour
Ability to analyse statistical data, draw inferences and make recommendations

Understanding of recruitment, retention, achievement and success data and its implications
Understanding of Inspection process and Framework for Excellence
Experience of internal/external verification process

Ability to communicate effectively with a team and to build productive working relationships

Ability to motivate and inspire individual team members to achieve high standards of performance
Understanding of need to set and monitor challenging targets
Proficient use of windows based software


	Experience of people management, eg performance, appraisal, staff development
Evidence of resource management 

(staff/budget/materials)

Understanding of relevant funding 

Methodologies

Awareness/understanding of the Skills for Life strategy
Experience of carrying out lesson and teaching observations

Good negotiation skills

Evidence of planning, designing, developing provision to ensure growth.
	Application Form

Interview
Performance of task / test at interview



	Personal Qualities

Includes any specific physical requirements of the post – (subject to the provisions of the Equality Act)


	Firm, positive and enthusiastic approach

Proactive and self-motivated with a capacity for sustaining hard work

Drive and commitment to make significant improvement to major areas of the Department’s work.

Constant updating of skills
	
	Application Form

Interview

Performance of task / test at interview



	Suitability to work with children, young people and vulnerable adults

Issues relating to safeguarding and promoting the welfare of children, young people and vulnerable adults
	Motivation to work with children, young people and vulnerable adults

Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults

Emotional resilience with challenging behaviours
	
	Interview

References
DBS
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