ROLE DESCRIPTION


Post:




Head of Curriculum – Construction









Curriculum Area:


Quality & Standards
Salary Range:
Head of Curriculum (Points 40-44 £43,995 - £48,286 pa)
Fixed term/Permanent:

Permanent
Line Manager:



Personal Assistant – Quality Improvement
Location:
Based at Millennium campus, but may be required to undertake duties across any of the College centres



Hours of Work:
Full-time
Purpose of the Job:
To manage, design, deliver and monitor in your area a curriculum which enables students to maximise their potential and succeed through effective course team leadership.
Specific duties:

1. Staff Management
1.1 
Manage staff within the Curriculum Team, ensuring professional behaviours and 
high levels of performance.  Continually review staff performance and 
development needs in-line with College HR procedures.

1.2
Organise cover arrangements whilst ensuring the quality of the student 
experience.

1.3
Manage absence in the area and complete ‘Return to Work’ interviews and 
implement action plans where staff are falling below expectation.

1.4
Manage and lead staff to deliver high standards of teaching, learning and 
assessment, student experience and outcomes through the promotion of a 
culture of high expectations.  Innovate and lead on the sharing of best practice in 
teaching, learning and assessment across the team.
2. Curriculum Management

2.1
To lead and develop a flexible, sustainable and progression focussed portfolio of 
courses and ensure their success against key performance indicators.

2.2
To support the Curriculum Director in managing and maintaining learning 
accommodation and resources.

2.3
To support the development of the curriculum considering:

· Needs, entitlements and progression opportunities for all students.

· Community & business needs, identified in the College Needs Analysis.

· Partnership and project delivery.

· Allocation of appropriate resources.

· Learning technologies (including VLE).

· Delivery models.

2.4
To ensure registers are completed for all timetabled and study programme 
activity in the curriculum area.

2.5
In collaboration with the Curriculum Director prepare course timetables to 
maximise staff and room utilisation.

2.6
Be responsible for health & safety, safe practice and risk assessments within your 
area.

2.7
Collaborate with the student information team to ensure that service standards 
for interviews and enrolment are met.

2.8
Develop and support the marketing and promotion of the curriculum area to 
support recruitment targets.

2.9
Work in collaboration with the Business Support Directors to ensure the 
curriculum is appropriately resourced and that relevant data is collated, 
monitored and used in curriculum planning.

3. Quality Management

3.1
Play an active role in leading division based, and collaboratively on cross college 
quality assurance/improvement activity including: lesson observations, SAR, QIP, 
internal and external verification, performance review panels and validations in 
accordance with the college quality strategy.
3.2
Play an active role in leading team based quality assurance activity including: 
lesson observation, self assessment, quality improvement planning, internal and 
external verification/moderation and curriculum review.

3.3
Deliver outstanding teaching, learning and assessment within the curriculum 
team.

3.4
Monitor student performance against targets, and ensure appropriate action / 
intervention in collaboration with the Pastoral Manager.

3.5
To standardise assessment and internal verification across the curriculum area to 
meet college and awarding body requirements.

3.6
Ensure compliance with the registration and certification policy.

3.7
To manage the improvements for courses under review.

3.8
In collaboration with Learning Improvement Leader, co-observe the delivery of 
teaching, learning and assessment, and support constructive feedback, and 
implement relevant team and individual action plans.

3.9
Take responsibility for specific cross college activities and projects as appropriate 
and play an active role in relevant college committees.

3.10
Celebrate success, provide recognition for excellence, disseminate best practice 
and champion continuous development across the team.

3.11
Participate in on-going professional development activities, identify, promote 
and lead staff training and development activities across the team.

4.
General

4.1
Promote and safeguard the welfare of all children, young people and vulnerable 
adults across the College.

4.2
Actively contribute to the principles of Equality and Diversity within the college.

4.3
Carry out such training, re-training and updating as may be necessary to fulfil the 
requirements of the post.

4.4
Ensure duties are carried out with full regard to Health & Safety legislation, 
providing a safe and healthy environment for all users.

4.5
Participate in the Duty Manager rota.

4.6
Undertake any other duties that may be reasonably required, commensurate 
with the grade and scope of this post.
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	QUALIFICATIONS
	
	

	
	
	

	· A degree in a relevant subject is essential.
· A good standard of education including Maths and English Grade A* - C (or equivalent) or Level 2 Literacy and Numeracy is essential.

· A full teaching qualification is essential.

· Management Certificate/Diploma (or a willingness to work towards) is desirable.

· Evidence of recent CPD activity is essential.
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	EXPERIENCE


	
	

	· Experience of achieving positive outcomes through the co-ordination or management of a Curriculum area/team.
· Significant teaching, learning and assessment experience with evidence of impact.

· Experience of raising quality and standards in a curriculum area.

· Experience of analysing information to improve performance.

· Experience of generating and evaluating options and monitoring implementation of decisions.
· Successful management experience ideally within the education sector.

	
	Application Form / Interview

	KNOWLEDGE


	
	

	· Knowledge of national benchmarks of student performance and college performance measures of staff.
· Understanding the needs of students in the curriculum area and how to meet them.

· Knowledge and ability to proactively use college information systems to drive improvements.

· Knowledge of how facilitating learning helps students achieve.

· Knowledge of how a good learning environment is created.

· Awareness of needs of students and employers.

· Knowledge of funding methodologies and income streams.

· An understanding of ‘safeguarding’ and its importance within the College, together with a commitment to creating a safe learning/working environment.
	
	Interview

	
	
	

	SKILLS AND QUALITIES
	
	

	· Excellent communication skills and the ability to develop effective working relationships at all levels.
· A committed, flexible and enthusiastic approach to working is essential.

· Ability to work using own initiative, both independently and as a member of a team.

· Enthusiasm and drive to achieve the best for all students.
· Excellent organisational skills and the ability to prioritise your own workload.

· Ability to work under pressure in a flexible and proactive manner.
	
	Interview

	
	
	


