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PETERBOROUGH REGIONAL COLLEGE

JOB DESCRIPTION

	JOB TITLE


	Head of Faculty

	SALARY

	Circa £45,000

	REPORTING TO


	Vice Principal Curriculum

	SUMMARY OF POST
To provide a broad, relevant, differentiated and enjoyable learning experience for all learners within the Faculty so they can achieve their full potential and to manage the effective deployment and performance of staff.
The post-holder is personally accountable for the following outcomes:
1. Student achievement on or above national rates
2. The standard of Teaching, Learning and Assessment within the Faculty

3. Continuous improvement: specifically, the successful delivery on time of all Action Plan requirements within the Faculty QIP
4. Full compliance with awarding body requirements
5. Achievement of financial targets


	KEY RESPONSIBILITIES
Curriculum Leadership
1. Lead and manage inspiring teaching, learning and assessment opportunities across the curriculum area which deliver year on year improvements in: student retention; attendance; achievement; value added; progression; work experience; and other outcome measures as defined by KPIs.
2. Improve teaching and learning through developmental teaching observations, training and updating.

3. Develop the curriculum plan to ensure it is future-focussed and responsive to labour market information and Combined Authority priorities, in order to meet the needs of students and employers.

4. Lead and encourage innovation in curriculum design and delivery to ensure that students are inspired, engaged and prepared for the world of work.
5. Support and promote the use of blended learning.
6. Agree and regularly review with VP Curriculum, in year targets and performance data for Faculty KPIs.

7. Promote a culture of high performance and aspiration amongst staff and students across the Faculty.

8. Formulate an annual financial curriculum plan for the faculty including student number targets, staffing levels and mix, within corporate guidelines. Undertake accurate monitoring and forecasting to deliver against agreed targets and report achievement through regular performance reviews.

9. Make effective use of college reports to ensure efficient delivery of the curriculum, e.g. staff utilisation and average class size.

10. Take lead role on internal quality improvement measures, including writing the Faculty self-assessment report (SAR) and quality improvement plan (QIP).

11. Develop a network of external contacts and stakeholders to ensure currency of curriculum content and provide work experience opportunities.

12. Encourage and support student enterprise activity across the Faculty.

Student Satisfaction and Achievement
1. Ensure an outstanding student experience and excellent outcomes and progression 

2. Ensure that every student is fully enrolled and has an appropriate programme of study in place, and that their progress is regularly reviewed by an assigned member of staff.

3. Ensure that all students on a Programme of Study are fully compliant with funding conditions eg the English and maths funding condition.

4. Work closely with the Marketing Team to devise and implement a range of recruitment, keep warm and conversion strategies that will ensure student numbers are maximised across the Faculty.

5. Regularly collect student feedback, respond to concerns raised and ensure that the Faculty is above nationally benchmarked student satisfaction rates.

6. Ensure that every relevant student conducts meaningful work experience that is recorded and used to complement their programme of study.
7. Be responsible for student discipline in the area.
Staff Management and Development
8. Carry out the full range of line management duties including recruitment, development, performance management, discipline, absence management, appraisal, coaching and mentoring of staff. Specifically

a. Act as a role model for staff and a spokesperson for the College.

b. Lead on recruitment and selection of staff in the area and ensure all new staff have a timely and full corporate, teaching and learning and departmental induction.

c. Manage the performance of staff effectively, ensuring that all staff have appraisals (PRD) and probation reviews with targets and measurable outcomes.  Where appropriate, ensure performance improvement plans are in place.  Meet individual staff regularly throughout the year to review progress and take action straight away if performance is not satisfactory.

d. Lead on the management of all staff employee relations matters in Faculty, including capability, conduct, sickness absence and grievances, and assist the VP Curriculum in investigating concerns in other Faculties as required.  

e. Ensure that all staff complete required CPD, mandatory and other training and qualifications for their roles and that everyone has an annual training and development plan as part of their PRD linked to Department’s needs and the College’s strategic aims.

f. Ensure all staff participate in industrial updating.

g. Meet regularly as a team and discuss operational and College matters.

h. Ensure that College employment policies and procedures are adhered to by all staff.

General
1. Accountable for planning,  forecasting, implementing and managing the Faculty pay and non-pay budgets to ensure that financial targets are met, including writing business cases and capital bids for developments that would benefit the College, and devising cost  improvement plans to make efficiencies.

2. Comply with all College data analysis and reporting requirements in a timely and accurate way, writing reports for the VP Curriculum for operational and strategic management as required.

3. Liaise effectively across the PRC Group to ensure that agreements with and commitments to others are met or exceeded.

4. Develop and foster constructive working relationships with Curriculum peers.



	OTHER DUTIES

· Delivering, promoting and supporting good practice in relation to equality, diversity and inclusion, Safeguarding and the Prevent duty, ensuring compliance with College policy and procedures.

· Promoting and consistently exemplifying both internally and externally the values and behaviours of the College’s vision

· Responsibility to co-operate, and for promoting and maintaining safe and healthy working environment and own health and safety 

· Commitment to safeguarding and promoting the welfare of young people, and vulnerable adults

· Undertaking any other duties and responsibilities commensurate with the level of the post as required
· Act as Duty Principal on a rota basis




This job description is current as at the date of issue.  In consultation with the post-holder it is liable to variation to reflect or anticipate changes, in, or to, the post and the organisation.

	Person Specification



	Job Title:
	Head of Faculty

	Reports To:
	VP Curriculum


	Criteria
	Essential or

Desirable

Criteria
	Assessment

Method

	· 
	
	A
	I
	T
	R

	Education and Qualifications     
	E
	D
	

	· Level 5 Teaching Qualification 
	E
	
	(
	
	
	

	· Educated to degree level (Level 6 or higher)
	E
	
	√
	
	
	

	· Post graduate qualification in a relevant subject
	
	D
	√
	
	
	

	· Management qualification 
	
	D
	√
	
	
	

	· Level 2 English and maths
	E
	
	√
	
	
	

	· Evidence of CPD and relevant professional updating 
	E
	
	√
	√
	
	

	· Assessor and Internal Verifier qualifications 
	
	D
	√
	
	
	

	Experience

	· Substantial prior teaching experience in Further or Higher Education 
	E
	
	(
	√
	
	√

	· Recent experience of successful curriculum/ programme leadership and management including planning, monitoring, reviewing and improving, driving measurable quality improvements leading to high student satisfaction levels across a range of levels, courses/ subject areas and income streams
	E
	
	√
	√
	
	√

	· Experience of delivering continuous improvement 
	E
	
	√
	√
	
	√

	· Experience of analysing data and providing performance reports
	E
	
	√
	√
	
	√

	· Experience of direct line management of staff in an educational setting
	E
	
	√
	√
	
	√

	Knowledge

	· Further Education sector
	E
	
	√
	√
	
	

	· Ofsted Common Inspection Framework
	E
	
	√
	√
	
	

	· Funding body requirements
	E
	
	√
	√
	
	

	· Relevant Awarding Body requirements 
	E
	
	√
	√
	
	

	· Quality assurance and improvement processes and procedures 
	E
	
	√
	√
	
	

	· Curriculum development, innovation and delivery 
	E
	
	√
	√
	
	

	· Budget management principles  
	E
	
	√
	√
	
	

	Key Skills

	· Ability to lead, manage and motivate staff to achieve high level of quality and performance
	E
	
	√
	√
	
	√

	· Ability to achieve  challenging KPIs in an educational setting
	E
	
	√
	√
	
	√

	· Decision making, planning and prioritisation 
	E
	
	√
	√
	√
	

	· Business acumen – understanding and interpretation own budget and financial plan 
	E
	
	√
	√
	
	

	· Excellent organisation 
	E
	
	√
	√
	
	

	· Data analysis and report writing 
	E
	
	√
	√
	
	

	· Excellent communication (oral and written) including demonstrable presentation 
	E
	
	√
	√
	
	

	· Coaching, mentoring and self-reflection
	E
	
	√
	√
	
	

	Other

	· Awareness and respect for colleagues, young adults and children’s cultural, religious and emotional needs and beliefs
	E
	
	
	(
	
	

	· Committed to safeguarding and promoting the welfare of children and young people
	E
	
	
	(
	
	

	· Commitment to College values: Student & Employer Centred; Excellence; Integrity; collaboration
	E
	
	
	(
	
	

	· Flexible approach to working practices 
	E
	
	
	(
	
	

	· Resilience and ability to work under pressure and to meet deadlines
	E
	
	
	√
	
	

	· Professional appearance and behaviour
	E
	
	
	(
	
	

	· Good previous attendance record
	E
	
	
	(
	
	(

	· Satisfactory enhanced DBS check + barred list for regulated roles
	E
	Pre-employment check


Assessment Criteria:  A = Application, I = Interview, T = Test, R = References
