
JOB DESCRIPTION

	Department:
Adult Skills 


	Job Title:
Deputy Head of Adult Skills (106) 


	Responsible to: 
Head of Adult Skills

	Date: 
April 2024 

	Main Purpose of job:
· To be responsible for the operational management and administration of all educational programmes delivered at 106 St Mary’s Street.

· To lead on a range of Outreach provision working with a variety of local stake-holders, community groups and education partner to create a responsive offer.



	Responsibilities
· To lead the development and delivery of all provision at 106 St Mary’s Street

· To line manage a team of tutors and support staff

· To be responsive to any training needs requested and arrange and deliver training as required, in line with curriculum planning requirements

· Up to 25% of role to be allocated to teaching hours

· To promote training linked to the local labour market
· To develop and build further links with local community and voluntary groups, Job Centre Plus, Seetech, the Probation Service etc.
· To ensure that all students accessing the provision within the area receive the correct support and guidance throughout their training

· To ensure timely enrolment of all learners and registration onto relevant awarding bodies
· To work closely with the Head of Curriculum and Skills for English and Maths on internal moderation and quality assurance processes. 

· To comply with awarding body requirements and facilitate External Quality Assurance visits as required

· To ensure all students are provided with additional pastoral care to maintain the current outstanding student achievement rates
· Provide support to the Head of Adult Skills in bid writing for funding opportunities.
· Ensure compliance with Health and Safety requirements including first aid provision, monthly fire checks and termly fire drills
· Create excellent working relationships with colleagues in cross college departments including Estates, Health and Safety, Exams, MIS.
· Represent the Colleges and the Adult Skills provision at both internal and external business, education and community events. 

· Ensure excellent and professional standards of customer service to employers and stakeholders through the Adult Skills communication channels.
· Work with the College’s Marketing team to actively promote the 106 St Mary Street provision. 
· Engage with agreed systems to provide monitoring of activities including use of a CRM.

General Responsibilities: 
(These are mandatory) 

· Drive and participate in the performance management process as appropriate to position.

· Comply with the College’s Equality and Diversity, Health and Safety, Safeguarding and Quality Improvement policies and their recommendations.

· Carry out operational duties as required and commensurate with the position.

· Promote and safeguarding the welfare of children and young persons.

· Use all available resources efficiently and effectively, and in-line with good eco-friendly practices.
· Attend and lead team meetings and in-service training as and when requested.

· Undertake appropriate personal and professional development activities, and record on the College Continuing Professional Development (CPD) system

· Manage and minimise risk within all areas of responsibility.

Note: This job description sets out the main responsibilities for the post, but is not intended to be an exhaustive list. Specific duties may change from time-to-time without changing the general nature of the post and the post holder is expected to be flexible in the range of responsibilities they undertake.



PERSON SPECIFICATION FORM

  POST TITLE:  Head of Adult Skills 





                    
	
	Requirement
	Essential
	Desirable

	
	· 5 GCSE’s at grades A-C including English & Maths or equivalent
· Teaching qualification
· Leadership and Management Qualification or relevant experience 

	


	

	
	· Recent experience of both teaching and assessing

· Experience and understanding of assessment design and assessment administration

· Line management experience

· Experience of working with adult learners in Further Education
	

	


	
	· Experience of working with awarding bodies and meeting their requirements

· Experience of working with a range of external agencies

· Working knowledge of Health & Safety at work regulations
	

	


	
	· Well developed interpersonal skills

· Organisational skills
· Leadership and management skills 
	


	

	
	· Work under pressure

· Use own initiative

· Team Player

· Suitable to work in an environment where children, young people & vulnerable adults are present
	




	

	
	· Flexible over working hours
	

	


