Ref Number: ATR021
Position Applied for: Quality Co-ordinator 
Salary: £24,591 - £26,729 per annum
Benefits include:


• Annual leave entitlement           

• Development Opportunities

• Free use of College gym





Closing date: Tuesday 01/02/2022
Interviews:
 Monday 07/02/2022
Equality of Opportunity

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. In addition, they will also state that the College is committed to safeguarding and promotes the welfare of all learners and expects its staff to share this commitment.  All posts in the College are subject to an Enhanced DBS check and barred person’s list check. 
This post meets the definition of Regulated Activity as prescribed by the Independent Safeguarding Authority. 

POST



Quality Coordinator 

RESPONSIBLE TO

Quality Manager 

RESPONSIBLE FOR

N/A  

GRADE

Scale 5 



___________________________________________________________________

Job Purpose
To provide a comprehensive and efficient administrative support service to the Quality Improvement Team and to provide direct assistance to the Vice Principal for Quality
This work may be required to be carried out at all College Campuses.

___________________________________________________________________

MAIN DUTIES AND RESPONSIBILITIES: 

	
	1. To be responsible for a high level of confidentiality and not to disclose any information relating to performance management issues
2. To monitor, track and draft responses to student complaints on behalf of Quality and in line with college processes
3. To assist the Vice Principal and Head of Quality in providing an effective and efficient administrative support service and to carry out duties accurately in order to help the team meet its objectives/KPI in line with the SLA


	
	4. To deal with all incoming and outgoing mail, telephone enquiries and routine correspondence including e-mails


	
	

	
	5. To assist the Vice Principal Quality with organising and arranging meetings, booking rooms and preparing documentation for meetings, including the agenda/ papers and taking minutes at meetings.

6. To be conversant with various IT systems including ProAchieve, College IP E-Trackr and support the Head of Teaching and Learning and Quality Assurance Manager in their work with this software


	
	7. To support the schedule Observations of Teaching and Learning (OLT), monitor report outcomes and follow up with Heads of Schools for timely returns 
8. To assist the Quality Manager with monitoring and arranging awarding body communications and routines
9. To work with the Quality Manager to maintain and track External Verifier reports and visits as required
10. To be conversant with Pro-achieve 


	
	11. To lead and support collation and distribution of data analysis from Student Surveys via QDP online and paper based surveys
12. To be able to develop e-solutions to reporting responsibilities

13.  To be able to develop suitable e- tracking and e-monitoring processes to help audit and track key quality improvements activities 
14. To track updates to policies and procedures as related to the quality framework as directed by the Vice Principal for Quality 


	
	15. To support the college in promotional events and the college enrolment process as directed by line-manager. 
16. To produce documentation, correspondence and college materials in line with the college brand guidance.

	
	

	
	17. To liaise with the marketing team with regards to matters such as the celebration of staff and student success.


	
	18. To liaise and support the wider functions of the College Quality Team as necessary.




General

	
	

	
	19. To actively promote and implement the College’s Equal Opportunities Policies within all aspects of the post.



	
	20. To implement the College’s Health and Safety Policy in all aspects of the post.



	
	21. To be aware of the principles of safeguarding children and young people as they apply to the role with the College.  



	
	22. To undertake any other reasonable duties and responsibilities as may be required.




PERSON SPECIFICATION

The College is seeking to appoint highly skilled, dynamic, flexible and committed people with the potential to help us realise our mission and strategic objectives.  The appointing panel will, therefore, require sufficient evidence of ability and achievement in each of the following areas in order to make an appointment.

The criteria below are considered to be essential or Desirable to the requirements of the post.  
	Criteria
	Essential
	Desirable

	Education and Qualifications
	1. Level 2 qualification in literacy and numeracy

2. Level 2 qualification in IT
3. General education to Level 3 (GSE A Level or equivalent)


	1. Good ICT skills to help develop e-solutions to ensure quality improvement systems are more efficient and timely

2. Level 4 or above qualification in a business/administration/IT

      subject.



	Experience and knowledge
	4. Experience of providing administrative services to a high level, including the production of reports, minutes, correspondence and other documents using word processing, spreadsheets, database and desktop publishing packages to a high standard. 

5. Experience of working with a variety of people and dealing professionally with a wide range of clients, preferably in a medium to large sized organisation
	3. An understanding of quality assurance and improvement systems.

4. Experience of working in a college environment or another educational institution. 

	Skills and Abilities


	6. An understanding of ‘safeguarding’ and its importance within the College.

7. Ability to work to a high degree of personal initiative and also to work co-operatively as part of a team and to maintain good working relationships with staff at all levels.

8. Ability to communicate effectively with a wide range of clients including students, staff, Managers, Governors and important external visitors, both orally and in writing.

9. Ability to deal diplomatically, tactfully and sensitively with people in difficult situations and to maintain confidentiality where necessary.

10. Ability to develop and maintain efficient computerised and manual record and filing system along with planning for meetings and schedules
11. Good IT skills with ability to use Microsoft packages
12. Able to work flexibly, to plan and prioritise work.  To handle large volumes of work within tight deadlines and to deal efficiently with competing demands in a pressurised environment.

13. Able to work to a high level of accuracy, including taking minutes of meetings and arranging follow-up action.


	5. Experience of using education programs such as E-Trackr, College IP and Pro-achieve software

	Other
	14. An understanding of health and safety requirements of a working environment

15. An understanding of equal opportunities issues within an educational context


	


Please note:  Prior to confirming an appointment to the college, individuals are asked to complete a medical questionnaire in order that the College’s Medical Health Contractor can ascertain their medical fitness for the post
