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Curriculum Manager: English and Maths (Maternity Cover for up to one year)
Full Time 
Ref: 17.08
1. The Appointment

We are expanding our English and maths support and are looking for an enthusiastic and experienced manager to lead and inspire the cross college English and maths delivery team to provide excellent teaching and learning and an outstanding experience for learners. The success of learners and the drive for continual improvement will be your key driver.  
You will be part of the School of English, Maths and Academic Studies reporting directly to the Head of School; however the role is to manage English and maths provision (excluding A level) for all on campus students across college as an integral part of the Programme of Study.
You will specifically manage English and maths within the Schools of learning for Creative Industries and Technology and Care and Education Studies.  In addition you will be college lead for GCSE English.  
You will be accountable for the success of English and maths delivery service team.  This success will be measured through high success rates, high quality teaching and learning, student satisfaction surveys and working with individuals to work towards achievement of English and maths to support individuals’ progression plans. You will be responsible for carrying out observations with your team in line with the Teaching, Learning and Assessment observation policy, staff appraisals and development.
The role will require you to take on and work to the college’s values; working with Professionalism, taking Responsibility for your actions, and giving Respect to clients and colleagues alike.  
This post has a teaching commitment of 209 hours per year within English.

2. The Post

2.1 Main Duties and Responsibilities

Students
a) To work with the Heads of School to ensure that the curriculum offer and delivery plan meets the needs of diverse groups of students, employers, stakeholders and government agendas. 
b) To plan, implement with your team and all CMs, monitor and manage the intake of new students during enrolment to ensure every student undertakes initial assessment for English and maths, diagnostic assessment and all relevant prior achievement are gathered and recorded in one standardised electronic system. Identify individual students who are exempt, based on evidence.
c) Plan staff timetables to ensure all English and maths classes cross college have suitable qualified staffing, whilst maximising staff utilisation. Provide staffing cover for absence to ensure continuity for students.
d) To lead your teams to ensure that outstanding teaching, learning, training and assessment is provided in all sessions, and meets the needs of individuals based on group profiles, ensuring the requirements  of the Learning Framework are met. 
e) To ensure the student experience for maths and English is varied, has breadth and enables all students to reach their full potential.
f) To ensure every student is enrolled to the appropriate English and/or maths qualification by the agreed deadlines, to meet the funding requirements of the Programme of Study.
g) Monitor and manage attendance ensuring timely communication and follow up with relevant CM.
h) To ensure the tutors set meaningful targets for development and undertake and record progress reviews on Pro-Monitor.
i) To ensure the rigorous tracking of progress of individual students; identification of at risk students and ensuring appropriate support is in place in a timely manner.
j) To ensure the timely completion of reports to parents, employers and other stakeholders.
k) To lead team meetings and liaise with subject leads and curriculum leads to ensure all requirements are met.
l) Support CPD and working practice of curriculum leads to move embedding of English and maths in the curriculum teams across college.
m) To ensure that students, staff and visitors operate within a safe and healthy environment and manner.

n) To promote a culture of positive behaviour, making appropriate interventions to ensure success.

o) To ensure that equality and diversity is promoted and embedded within the maths and English curriculum and that staff feel confident to challenge and develop students’ tolerance to difference.

p) Work with the subject leads to support the dissemination of qualification developments across the schools of learning. 
Quality
a)
To implement the learning framework across all aspects of provision.

b)
To implement the teaching, learning and assessment observation policy.
c) To propose appropriate CPD for teams, utilising information from lesson observations, student and employer feedback, awarding organisations and other relevant stakeholders.

d)
To ensure that quality assurance and quality improvement processes are embedded and lead to sustained, measurable improvements.

Subject lead

q) Lead GCSE maths to ensure the outstanding quality of teaching, learning and assessment and learner experience. 
r) Prepare an induction presentation to be delivered by English and maths team to ensure all students understand the requirements for maths and English as an integral part of Programme of Study and understand progression pathways.
s) Coordinate the quality assurance activity for a GCSE maths team and ensure it meets the requirements of the awarding body and results in a positive report. 
t) Keep English and maths staff across the team up to date with qualification developments and disseminate training across college. 
u) Undertake a programme review for a qualification within the English and maths team
Finance 
a)
To plan, utilise and monitor the budget for the curriculum area effectively and within financial regulations, ensuring that an agreed contribution level is achieved.
People Management

a)
To lead, inspire and support your teams and encourage creativity in order to embed excellence in teaching, learning and assessment.
b)
To line manage your direct reports effectively; motivating the team to achieve their potential whilst managing underperformance or misconduct in accordance with the college procedures.
c)
To ensure that every member of staff is appraised in line with the college’s appraisal procedure.

d)
To establish and maintain effective channels of communication within teams, the curriculum area and to other college departments.

e)
Identify training needs of the team and plan development accordingly with the Head of School; ensure that staff complete mandatory training as required.
f)
To ensure effective and efficient utilisation and management of resources and that staff absence is adequately covered and that staff do not exceed their delivery hours on a continuous basis.

2.2
Other Responsibilities

a)
To uphold and promote College policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
b)
To comply with the college’s own safeguarding policy and practices and attend training as requested.

c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college; adhere to the staff code of conduct and professional standards for delivery staff.
f)
To undertake any other duties as may reasonably be required commensurate with the post.
3. Skills, Qualities & Knowledge
	
	Essential
	Desirable

	Qualifications: 
	
	

	Diploma in Teaching in the Lifelong Learning Sector (DTLLs) or equivalent, e.g. Certificate in Education/PGCE
	(
	

	Minimum Level 4 / Degree with the subject specialism Maths
	(
	

	English/Literacy level 2 
	(
	

	Numeracy  level 3 
	(
	

	IT qualification to level 2
	
	(

	Experience 
	
	

	Recent and relevant experience of managing and / or coordinating learning in an educational sector
	(
	

	Evidence of leading sustained improvements in success rates and the quality of the learner experience
	(
	

	Experience of managing and / or leading people to achieve high quality results
	(
	

	Experience of resource management in an education sector
	(
	

	Significant experience of teaching / delivering GCSE maths 
	(
	

	Evidence of delivering a high quality and effective learning experience
	(
	

	Evidence of providing an effective learning experience to groups and individuals
	(
	

	Evidence that you are able to apply effective approaches to teaching to more than one level and target audience
	(
	

	Experience of carrying out lesson observations
	
	(

	Skills /Knowledge
	
	

	Demonstrate extensive range of knowledge, understanding and application of curriculum development, innovation and delivery strategies
	(
	

	Demonstrate effective usage of IT/ICT to support teaching and learning and the wider learner experience
	(
	

	Knowledge of current relevant initiatives within FE 
	(
	

	An understanding of safeguarding and its importance within the college; suitability to work with children and vulnerable adults
	(
	

	Evidence of understanding of differences between assessment and evaluation
	(
	

	Effective management of physical, people and financial resources
	(
	

	Use of data to analyse performance and plan for improvements
	(
	

	Qualities/Approach linked to college values 
	
	

	Demonstrate a positive approach to equality and diversity and customer service 
	(
	

	Demonstrate an ability to take responsibility for own and others Health  and Safety at work
	(
	

	Demonstrate a commitment to promoting student welfare 
	(
	

	Excellent communication skills
	(
	

	Excellent interpersonal skills
	
	

	Flexible and professional approach 
	(
	

	Ability to work as part of a team to achieve common objectives
	(
	

	Demonstrate that you take responsibility and ownership, e.g. meeting deadlines, sharing practice, following organisational procedures, challenge processes that don’t work for customers.
	(
	


4. Position within the College

The post-holder will report directly to the Head of School: English, Maths and Academic Studies 
5. Terms & Conditions

a) The post is offered on a West Nottinghamshire College fixed term Management Contract and is subject to those terms and conditions.
b) The salary will be within the Curriculum Manager Scale £34,938 to £40,293 per annum. 
c) You will be entitled to 35 days leave (plus bank holidays).
d) You will be required to work 37 hours per week on a flexible basis.
e) The College operates a contributory Average Salary Pension Scheme, (Teachers’ Pensions).
f) The post holder may be located at any West Nottinghamshire College Site and may be expected to travel as required.
6.  The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5.00pm on Sunday 23rd April 2017. 
For an informal chat about the role please contact Lucy Howes, Head of School on 01623 627191 ext. 8219. 

www.wnc.ac.uk/vacancies 
THE COLLEGE PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY

The college is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. All successful candidates are subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves, the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.

It is an offence for anyone who is barred from working with children and or vulnerable adults to apply for this position.
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