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JOB DESCRIPTION
HEAD OF DEPARTMENT

This Job Description sets out the organisational position, reporting lines, key accountabilities and relationships.

POST OUTLINE:




To provide leadership and management of the department, to ensure that all learners have a high quality learning experience and that outstanding provision is offered across the department. To promote excellence in attendance and success rates. The full time teaching requirement is 250 hours and is reviewed annually as per the College Timetabling Booklet. 
Post Reports To:

Deputy Principal 
Key Accountabilities:

· To determine the overall direction and strategic purpose of the Department in line with the College Vision and Mission and in response to the requirements of the local community including the business community
· To develop and achieve the Department’s Operational Plan and ensure that the learner’s experience is of high quality and subject to regular monitoring, review and improvement when necessary 

· To ensure that the Department meets targets for student enrolment, retention and achievement
· To provide leadership and direction to staff, including the timely completion of Personal Performance & Development Reviews, objectives setting, development plans, and provide support, guidance and coaching where appropriate 

· To identify and ensure appropriate staff development takes place, in liaison with the Professional Development Manager

· To actively support and implement initiatives in line with the College’s ILT / ICT Strategy

· To effectively manage all allocated Departmental resources and ensure operational cost effectiveness in the use of allocated budgets, accommodation and equipment
· To research and develop curriculum initiatives to ensure the long term sustainability and success of the Department
· To liaise with external agencies, employers and community representatives to improve the reputation and quality of courses and to represent the College on external events as appropriate
· To ensure excellence in data collation, submission to time scales. 

· To support the Deputy Principal in the corporate planning process as it relates to the Department
· To produced SARs, QIPs and evidence for Curriculum Quality Performance Reviews 

· To carry out observations as part of the College Observation Team. 

Personal Competencies (Accountable at Level 3 – please refer to ESC Competency Framework):
Core Competencies 

· Valuing Equality and Diversity

· Working with People; Team Working, Communication
· Results Focus; Drive to Achieve Excellence, Technical Skills & Professionalism

· Focus on Delivery; Organisational Awareness, Customer/Student Focus

· Self Motivation; Adaptability & Flexibility, Accountability
Management Competencies – Apply in addition to Core competencies for all Managers, Curriculum Leaders and Supervisors

· Performance Management

· Resource Management

Key Relationships:

The postholder will need to form effective and co-operative working relationships, in particular with:

· Vice Principal (Curriculum & Standards) and their staff
· Vice Principal (Finance & Resources)

· Standards & Performance Officer

· Curriculum Operations Manager

· MIS & Exams Team 
· Other college managers and their staff

· Students, and their parents, carers or employers

· Specialist schools/Feeder schools

· External agencies, in liaison with other College Services, where appropriate

· The wider community
Expectations of the Post Holder:

The post holder will undertake assigned responsibilities effectively and efficiently, and within regulatory and legislative requirements; achieve individual and departmental targets within the College’s annual planning and staff performance review processes and budgetary constraints and:

1. Actively promote equality and diversity, recognising and actively challenging stereotyping, prejudice and discrimination, ensuring that these principles permeate all working practices.

2. Ensure effective quality control and continuous improvement in all aspects of this post, in keeping with the College’s existing and developing quality assurance systems.

3. Be committed to professional self-development, through participation in the College continuing professional development programme which includes industry based work shadowing, attending seminars, College conference days and training events appropriate to the job role.

4. Comply with and promote College Health and Safety policies and procedures and to undertake recommended Health and Safety training as and when necessary.

5. Undertake such other duties as required, commensurate with the grade of the post, as may be reasonably required at the initial place of work or at other locations in the College.

6. Support cross college events such as Open Evenings and Enrolment sessions when required

7. Adhere to all College procedures as detailed in the Employee Handbook

8. At all times seek to serve the best interests of the College

9. To provide cover for colleagues during periods of holiday or sickness absence

NB:  This job description outlines a range of main duties.  It is not exhaustive and can be varied in consultation with the post holder in order to reflect changes in the job or the organisation.
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