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Job Description 



Senior Curriculum Leader (Skills)
Department:

Skills 
Location:

Usk / Pontypool Campus
Reports to:

Head of Skills 

Salary Scale:

Management Spine 

Job Purpose:

To be responsible for the success of the Skills Team on Usk / Pontypool Campus. The 
success will be measured through agreed targets for success rates, high quality teaching, 
learning and assessment, learner satisfaction and working with Heads of School and staff to 
work towards achievement in English and maths to support learner progression. You will 
also support the Head of Skills by being a College lead for a specific area which will be

determined from your specialised subject.  
Key Responsibilities:
Teaching, Learning and Assessment

1. Implement and maintain the strategic vision for maths and English on your designated Campus, including the promotion and embedding literacy, numeracy and digital literacy skills within the delivery team; 
2. Work with Heads of School to ensure that the agreed curriculum offer and delivery is monitored and meets the needs of the diverse group of learners, employers and government agendas. 
3. Monitor and manage the intake of new learners during enrolment to ensure every learner is enrolled onto appropriate GCSE/Pre-GCSE programme and all prior achievement is recorded. 
4. Support the Head of Skills in planning staff timetables and ensuring maximum staff utilisation;  
5. To lead your team to ensure outstanding teaching, learning and assessment is provided in all lesson, and meets the needs of all learners; 
6. To ensure the learner experience for maths and English is varied, has breadth and enables all learners to reach their full potential; 
7. Monitor, manage and ensure high levels of learner attendance in all sessions, by ensuring timely communication and follow up with relevant Head of School. 
8. To ensure that teaching staff set meaningful maths and English targets for development and personal tutors are informed of their tutees progress/lack of progress;
9. Ensure staff prepare and effectively use schemes of learning in line with college policy
10. Teach an agreed number of annual hours as agreed by the Head of Skills; 
11. To ensure rigorous tracking of progress for individual learners; identification of ‘at risk’ learners and ensuring appropriate action is taken to support the learner which will result in a successful outcome;
12. Ensure staff prepare reports and contribute to parents’ evenings and open evenings 
13. Ensure staff follow up issues with learners with personal tutors / Heads of School
14. Lead team meetings and ensure teaching staff liaise with curriculum teams on campus.
15. Liaise with parents / guardians as regarding the progress of their son / daughter 
Quality 
16. To implement the Teaching, Learning and Assessment Policy within the team; 
17. To ensure that quality assurance processes and quality improvement processes are embedded which lead to sustained, measureable improvements;
18. To implement appropriate CPD for the team, utilising information from lesson observations and learner feedback;
19. Write the Campus Self-Assessment Report which will feed into the Colleges’ Skills Self-Assessment Report
20. Ensure staff registers are marked and submitted in a timely manner
21. Inform the Head of Skills of any quality issues that could have an impact on learners and successful outcomes;
22. To analyse and undertake learner feedback to ensure continuous improvement in teaching, learning and assessment 
23. Work closely with Exams and MIS to manage registrations / examinations 
Subject Lead 
24. Support the Head of Skills by ensuring outstanding quality of teaching, learning and assessment for GCSE English Language across the college
25. Prepare an induction to be delivered by the English team to ensure all learners understand the requirements for maths as an integral part of their learning programme and understand progression pathway;
26. Co-ordinate the quality assurance activity for the English team and ensure it meets the requirements of the awarding body;
27. Support the Head of Skills by keeping the maths team up to date with qualification developments;
28. Ensure there’s a wide range of teaching and learning resources for GCSE English Language, including consistent scheme of learning;
People Management 

29. To inspire and support your team and encourage creativity in order to embed excellence in teaching, learning and assessment; 
30. To line manage direct reports effectively; motivating the team to achieve their potential whist managing underperformance;
31. To ensure that every member of staff is appraised in line with the college’s appraisal procedure;
32. In conjunction with the Head of Skills initiate and follow disciplinary/performance management procedures in response to misconduct or unsatisfactory performance 
33. To establish and maintain effective channels of communication within the team, Campus Director, Heads of School and curriculum teams 
Marketing/Recruitment and Enrolment:

34. Assist in the promotion of courses as required within and external to the college;

35. Assist in organising appropriate educational visits and events when required;
Team Contribution:

36. Work flexibly within the team;

37. Work with the Skills Management Team to ensure consistent delivery of teaching, learning and assessment for Skills cross-college;
38. Encourage a policy of team problem solving to meet both deadlines and customer expectation;
Policies and Procedures:

39. To comply with all College Policies & Procedures;
40. To keep abreast of changes to Policy & Procedures and to make the necessary changes to administrative systems;
41. To ensure that all aspects of the College Financial Instructions and Financial Standing Orders are followed;
42. Promote ETHOS core values and incorporate ETHOS behaviours into all aspects of the role;
43. To contribute to supporting and supervising learners, including taking action to ensure acceptable behaviour at all times;
44. Undertake any other tasks deemed appropriate to the post 
Health & Safety:
45. To ensure that safe working practices are used and appropriate Health and Safety legislation adopted;
46. To exercise responsibility for carrying out and adhering to the Health, Safety and Welfare Policy and Procedure;
47. To liaise with the Health and Safety Manager to ensure accurate recording of related information;
48. To undertake risk assessments to minimise risk and provide a safe learning environment;
49. To ensure that all activities are delivered in a safe learning environment and report any concerns;

Data Protection 

50. To ensure that all activities are compliant with Data Protection legislation.
Coleg Gwent Person Specification – Senior Curriculum Leader (Skills)
	Selection Criteria
	 Essential 
	 Desirable
	Method of   Assessment

	Qualifications & Training
	· Degree in a related subject
· 5 GCSEs, including maths and English grade A* - C or O level equivalent
· PGCE/Cert. Ed
· Management Qualification or be prepared to obtain within a specified period of time 
· Assessor and Internal Verification qualifications or be prepared to achieve within a specified period of time
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Application Form

Application Form

Application Form

Application Form



	Knowledge & Experience
	· Significant experience of co-ordinating/ leading a team with successful outcomes
· In-depth knowledge/expertise of teaching and assessing GCSE English within a school or FE environment 
· Significant experience of leading and managing quality assurance processes within a curriculum area/team

· Experience and knowledge of curriculum design and how Skills can complement/supplement curriculum provision.

· An excellent understanding of the national skills agenda and be committed to the new curriculum model.


	· Management experience 
	Application Form

Application Form

Application Form

Interview



	Skills & Abilities
	· Excellent communicator with good organisational skills.
· Ability to both work under pressure and meet deadlines.

· The ability to motivate staff and share best practice.

· Good leadership Skills.

· Ability to deliver grade one lessons

· Ability to analyse data and produce reports and action plans

· Ability, confidence and experience of dealing with negative staff with maturity  

· Ability to positively implement changes to the delivery of curriculum  

· Good team working skills
· Ability to use own initiative and good problem solving skills 
	· Ability to speak Welsh
	Interview

Interview

Interview

Interview

Interview

Application Form/Interview

Interview

Interview

Interview

	Additional Requirements
	· Be available to work certain evenings and to comply with changing timetable requirements.
· Committed to personal professional development and keeping IT delivery skills up to date.
· Access to vehicle and able to travel between campuses
	
	Application Form
Application Form / Interview

Application Form


