ROLE DESCRIPTION

Post:




Assistant Curriculum Manager – 

Building Services (Electrical Installation Specialist)

Curriculum Area/Section:

Building Services 
Grade and Salary Range:

ACM Points 36-37 
Full time/Pro-rata:

Full-time
Fixed term/Permanent:

Permanent
Line Manager:



Assistant Director/ HOC
Location:                               
Based at the Endeavor Centre, but may be required to undertake duties across any of the College centres

Hours of Work:                     
37 hours per week – Lecturers’ Conditions to be timetabled as required by the College.  710 teaching hours.
Purpose and Objectives of Role:
To be an enthusiastic expert in your area, so you can maximise the potential of learners to succeed.

Further Education is continually developing and the rate of change is unlikely to slow down.   You must therefore be flexible to take on changing responsibilities.

Specific duties of the role:
Key Responsibilities - Assistant Curriculum Manager:

Contribute to raising and improving quality across a portfolio of courses by liaising with your Curriculum Director to:

· Agree a planned programme of delivery.

· Support the Head of Curriculum to achieve key targets, related to achievement rates and attendance.

· Contribute to the resource development and timetabling 
· Standardise assessment and internal verification.

· Monitor and improve attendance against College targets.

· Monitor and improve student performance against student targets.

· Convene and chair regular team meetings.

· Receive and act on student feedback and action plan.

· Lead and contribute to the Self-Assessment Review.

· Further develop the integration of employer responsive provision into the curriculum.

· Ensuring the sharing of good practice in teaching and learning.

· Ensure the integration of ILT into teaching, learning and assessment strategies.

· To assist in the co-ordination and monitoring of relevant courses.

· Contribute to the development of new curriculum

Key Responsibilities - Lecturer:

1. To deliver excellent and inclusive teaching, learning and assessment in the classroom, so that learners are inspired to succeed and progress.  

2. To plan delivery so schemes of work, lesson plans and individual learning plans support learner progress and timely achievement.

3. To undertake ongoing high quality formative and summative assessment of learners work both in class and through regular out of class activity to monitor progress.

4. To initiate and respond to new curriculum developments and plan resources as appropriate.

5. Reflect on own practice, including teaching, learning and assessment, and review and implement ways in which the learners learning experience can be improved.

6. To mark all registers accurately and promptly.

7. To complete and submit all paperwork relevant to role in a timely manner, including exam entries and accredited achievements.

8. Attend all meetings and appropriate staff and curriculum development activities as required.

9. Contribute to the area SAR and Continuous Improvement Plan.

10. Ensure that the VLE and e-learning portals are regularly updated and developed to support learning in associated programmes.

11. Complete the appropriate documentation for trips and visits and work placements, paying particular attention to risk management, safeguarding and the quality of the learner experience.

12. Participate in the interviewing of new and progressing learners in a way which inspires potential learners to study at Bury College.

13. Contribute to college marketing and promotional activities.

14. To be a developing and practicing professional and keep your specialist academic and work based knowledge up to date.

15. Work as part of a team to achieve agreed outcomes and objectives and contribute to curriculum area duties.

16. To ensure commitment to customer care at all times and to meet agreed quality standards.

17. To maintain confidentiality and to comply with the requirements of the GDPR.

18. To contribute to and support the full implementation of the college behavior policy.

19. To undertake standardization activities and internal verification as appropriate.

20. To maintain safe working practices to meet the requirements of the College’s Health and Safety and Safeguarding policies and procedures.

21. To record and report on assessment progress and learner performance through ProMonitor.

22. To integrate appropriate and inspirational curriculum resources, including ILT into lessons.

23. Carry out other such duties as may be determined by the Line Manager from time to time within the general scope of the post.

24. To ensure that learners succeed progress reviews, production of ILP’s monitoring progress against target grades, recording of marks on College systems, monitoring of attendance and retention, and taking action as appropriate.

25. Liaise with external moderators and assessors and undertake internal verification as appropriate.

26. Contribute to completion of course team portfolio.

27. To be a Personal Tutor and contribute to the delivery of a full Personal Development and study programme entitlement to learners.

28. * To mentor new teachers and student teachers.

29. * To undertake coordination duties within curriculum area. 

*These duties cannot be undertaken by a new teacher.
	PERSON SPECIFICATION
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	ASSISTANT CURRICULUM MANAGER
	
	

	
	
	

	QUALIFICATIONS
	
	Application Form

	
	
	

	· A trade qualification equivalent in Electrical Installation or a related subject.
· 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 or professional recognition in learning and skills or currently working towards.
· QTS/QTLS or willingness to work towards.

· A management qualification is desirable.
	
	

	
	
	

	EXPERIENCE
	
	Application Form/

	· Experience of having structured programmes of delivery to meet stringent assessment regimes and quality standards.
· Experience of analysing retention, achievement and attendance statistics to improve the learner experience.
· Experience of monitoring student performance against targets.
· Experience of acting on student feedback.
· Experience in Curriculum area.

· Experience of successful teaching (or teaching practice for NT’s) on Engineering courses or related courses is essential.
· Experience of working within the Engineering sector is desirable. 
· Experience of integrating ILT into lessons to assist learner achievement.
	
	Interview 

	· Experience of producing effective schemes of work and lesson plans.

· Integrating high quality formative assessments into classroom delivery.
· Evidence of inclusive and challenging teaching strategies.
· Supporting students to attend and meeting individual needs.
· Being an effective team member.
	
	

	
	
	

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Application Form/

	
	
	Interview / Test

	· Knowledge of how a good learning environment is created.

· Knowledge of funding methodologies and income streams.

· Knowledge of employer responsive provision.

· Ability to deliver exceptional teaching and learning and inspire, motivate and engage learners in learning.
	
	

	· Knowledge of appropriate curriculum resources for subject area.
· Ability to communicate effectively with employers and parents.
	
	

	· Effective lesson planning ability.
	
	

	· Knowledge of how to produce an ILP.
	
	

	· Awareness of curriculum diversity in FE and area of specialism.
	
	

	· Excellent IT ability.
	
	

	· Knowledge of how to support learners in the pastoral role.
	
	

	· Knowledge of Safeguarding and its importance.
	
	

	· Knowledge of current industrial practice in areas of teaching and/or employment routes.
	
	

	· Able to balance and promote workloads to meet deadlines.
· Attention to detail and organisational skills.
· Good communicator.

	
	

	PERSONAL QUALITIES
	
	Application form/

	
	
	Interview / Test

	· Vision of Curriculum excellence.

· Ability to motivate, support and monitor teams and chair team meetings.

· Planning ability.

· Ability to tailor provision to meet a range of customer needs eg, 14-16, full-time, part-time, WBL etc.

· Listens to learners.
	
	

	· Inspirational to learners.
	
	

	· Passionate about teaching and learning.
	
	

	· Is approachable.
	
	

	· Responsive to learners and employers.
	
	

	· Reflective practitioner.
· Positive role model for learners.


	
	



