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	Role Title
	Curriculum Manager

	Job Family
	Adult Learning Service

	Competency Level
	Principal Officer/Manager

	Pay Range / Scale
	Indicative grade PO3

	Purpose

To manage a team of staff to plan and deliver learning and training programmes. Lead, co-ordinate and advise on a range of high quality learning and development projects, programmes and activities.
To develop and deliver specialist support/advice for a defined service area. To ensure relevant legislation, regulations and policies are complied with.


	Generic Accountabilities
	End Results/ Outcomes

	Provide advice and make recommendations based on up to date knowledge and analysis / evaluation of information.

Manage escalated or complex customer issues within the relevant area.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.

Issues are managed through to a satisfactory conclusion.
Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and center of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Manage a portfolio of Projects and Reviews.
Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	All policies and procedures are complied with.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.
Adhere to safeguarding and Prevent requirements.

	Job Specific Accountabilities:

	Meet funding targets as set by external funders
	Support the Programme manager to monitor attendance weekly, retention and achievement monthly.

Support the Programme Manager in ensuring 80% of leaners achieve two learning aims.



	Be familiar with the Education Inspection and apply its standards to delivery.
	Support the Programme manager to complete observations, action observation and learning walk action plans.
Provide peer support to improve teaching across the area.



	Lead on Quality Improvement within area of responsibility
	Curriculum team to be ready at all times for Ofsted inspection

IQA work completed and EQA actions addressed
Work with the accreditation team to ensure timely registration and certification of learners.
Manage the learning hub content for your area of responsibility

	Manage the development of course materials and teaching aids which support and develop the work of the teaching staff.
	The service provides learning supported by up-to-date teaching resources to support high levels of learner achievement.
Upload resources to the learning hub

	Manage academic staff
	Complete Induction and Probation.

Manage sickness and under performance

Ensure learners are offered and provided additional learning support (ALS) in a timely manner to meet learner and service targets.

Review attendance/retention/achievement data with team/individuals



	E registers and ILPs
	Monitor and support the accurate completion of 

e registers.

Support the Programme manager to amend discrepancies to ensure target drawdown is met.

Monitor the completion and quality of ILPs


	Nature of Contacts 

Work directly with clients (up to director level) and external contacts, to build effective relationships and provide specialist support and guidance on complex issues relating to the area of expertise. Respond to escalated and complex enquiries. 

Internal and external colleagues, other agencies and partners to research external developments and best practice, identify requirements, plan, share and co-ordinate resources and develop programmes.  

Handle challenging customers / stakeholders, or escalated complaints which involve significant persuasion, negotiation and influencing skills.

Deal with people at all levels confidently, sensitively and diplomatically.

Direct line management of team of staff.

	Procedural Context

	Work to broad managerial direction, with scope to exercise initiative within a framework of both local and national policies and legislation. Exercise judgement in assessing complex stakeholder requirements and quality assurance of service. 

Knowledge and experience to resolve complex issues proactively; anticipate problems and deliver solutions. Contribute to policy, service and strategy development.   Undertake research to inform recommendations and decisions. 

Plan over a longer period co-ordinating and supporting others (internal or external delivery partners), to ensure the integration of needs analysis and planning to develop and deliver the service.

Accountable for proper use of information, resources, equipment and/or facilities within area of responsibility.
Occasionally the post will be expected to work from other locations




	Resourcing
Supervisory Responsibilities: Academic staff

	Knowledge and experience:

	· Experience of a minimum of three years recent  teaching in or managing an adult education or training environment. 

· Substantial subject specific experience; to include accreditation routes.

· Awareness of the needs of adult learners from a variety of cultural backgrounds.

· Experience of quality improvement and performance monitoring.

· Experience of  conducting observations of teaching and learning.

· Experience of widening participation initiatives such as working in partnership.

· Experience of actively developing equal opportunities.

· Ability to plan, manage and monitor provision to meet targets and quality standards.

· Ability to motivate, support and monitor work of the lecturer team.
· Ability to innovate and implement own ideas.

· Able to meet deadlines and to work effectively under pressure.

· Ability to develop new areas of provision in response to local need.

· Good organisational and planning skills.

· Good ICT skills – including spreadsheets.

· Ability to work flexible hours including evenings and weekends.

· Commitment to the Council’s Equal Opportunities Policy and acceptance of their responsibility for its practical application.

· Understanding of how to promote inclusive learning and widening participation objectives.

	Indicative Qualifications
· Teaching or training qualification at level 5 or above

· Possess or be working towards assessor and / or internal verifier awards
· Level 2 in maths and English

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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