PAGE  

LEARNER VOICE CO-ORDINATOR

REF: BS0703142
The Appointment:

This post has been established to support the functions of the Quality Section. The Quality function is crucial to the success of students and plays a critical part in ensuring the College’s performance is excellent and meets and exceeds internal and external benchmarks. The post holder will assist the Quality Assurance Manager in the implementation of the College’s quality improvement strategies relating to learner voice and will have a particular focus on developing and implementing the learner voice strategy and action plan; including student surveys, focus groups, student council, and comments, compliments and complaints
Responsible to:

The post holder will report to the Quality Assurance Manager.

The Post:

· Design appropriate survey’s meeting the needs of the diverse range of students, for example, full time, part time, franchise, in training etc. 

· Ensure effective delivery of the survey, in a timely manner, enabling completion of other quality activities including the course review and self-assessment.

· General administration of the survey providing adhoc reports to aid completion.

· Analysis of results providing user-friendly reports at all levels, course, curriculum department, whole college.

· Ensuring Equality and Diversity information can inform the reports.

· Assisting staff in data interpretation.

· Administration of external student surveys including framework for excellence.

· Further development of internal survey system.

· Production of the results in a student friendly manner.

· Liaison with the software developer and internal ICT teams to ensure efficient access and upgrading of the survey software.

· Develop and monitor the learner voice strategy and action plan, report monthly on its implementation to the quality improvement group.

· Work with all the curriculum departments across the college to ensure the smooth implementation of the learner voice action plan.

· Work with students from all sections of the college to ensure their engagement and that their voice can inform quality improvement.

· Develop, co-ordinate and run the student focus groups and the student council to ensure continued participation by students in feedback systems.

· Present minutes and action plans from the focus groups to curriculum areas to aid improvement strategies.

· Present students contributions to feedback and changes instigated in a student friendly manner.

· Co-ordinate adhoc focus groups, to support new initiatives or developments for the College, ensuring the student voice is heard.   

· Co-ordinate and report on comments, compliments and complaints initiating investigations and appeals as appropriate.

· Prepare draft reports for the Quality Assurance Manager as appropriate.

· Monitor, update and ensure impact assessment of all policies and procedures connected with the role.

· To provide and outstanding service to all who contact the Learner Voice.

· To be a member of appropriate local and regional network groups and to substitute for the Quality Assurance Manager at other appropriate external events. 

· Work with the Quality Assurance Manager to develop and deliver quality improvement initiatives to improve student contribution.
· To undertake other duties as appropriate as directed by the Quality Assurance Manager.

The above duties are indicative of the requirements of the post at the time of recruitment.  It is College policy that roles and responsibilities are reviewed on a regular basis leading to possible modifications where appropriate.

The Person:

The successful candidate will be the one whose professional and personal qualities correlate most closely with the following profile:

	
	Essential/

Desirable
	Method of assessment

	Qualifications & Training:
	
	

	Level 2 qualification in Numeracy and Literacy
	E
	A

	Level 4 qualification in relevant area
	E
	A

	HTML Programming 
	D
	A

	Skills and Abilities:
	
	

	Curriculum Surveyor knowledge
	D
	A

	Proven planning and administrative skills
	E
	A/I

	Ability to interpret statistics
	E
	A/I/AS

	Excellent self-organisation skills
	E
	A/I/AS

	Ability to maintain a high degree of confidentiality
	E
	A/I

	Commitment to equal opportunities and continuous improvement.
	E
	A/I

	Willingness to work flexibly.
	E
	A/I

	Excellent IT, administration and organisational skills.
	E
	A/I/AS

	Understanding an enthusiasm for engaging students feedback
	E
	A/I

	Understanding of current Quality initiatives in FE 
	D
	A/I

	Commitment and understanding of equality and diversity
	E
	A/I

	Experience:
	
	

	Co-ordination and development of groups
	D
	A/I

	Compass Pro-Solution System or similar
	D
	A

	Responding to complaints
	D
	A

	Data processing/interpretation/analysis of surveys  
	D
	A/I/AS

	Knowledge of Quality systems
	D
	A/I/AS

	Preparation of reports/formal documents 
	D
	A/I/AS

	Working with students at FE and HE level
	D
	A


Method of Assessment: A – Application, I – Interview, AS – Assessment.

Summary of the Terms and Conditions of Employment:

There will be an annualised working year of 1628 hours.  The weekly pattern of

hours to be worked are commensurate with the needs of the College.
The postholder will be entitled to receive normal remuneration for all Bank and Public Holidays usually observed in England and Wales and to a further 30 days holiday in each holiday year (1 September - 31 August).
Evening and/or early morning duty will be necessary during August, September and January for enrolment/examination registration and general enquiries.  Annual leave may not be taken from 20 August until 30 September.

The postholder will be eligible to contribute automatically to a final salary pension scheme (subject to qualifying conditions).  Details of the two schemes in operation can be found in the vacancies area of the College's website.
During your employment with the College you will be expected to conduct yourself in a manner appropriate to the professional image of the College. You will be expected to provide a prompt and efficient service and to maintain appropriate standards of personal appearance at all times.

Salary:

Salary: 
£18,222.00 to £20,310.00 per annum

A disclosure from the Disclosure and Barring Service (DBS), formerly the Criminal Records Bureau (CRB), may be requested in the event of a successful application to this post.

All applications for disclosures are dealt with in accordance with the DBS’s Code of Practice and the College’s Policies on The Recruitment of Ex-Offenders and on The Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information.  Copies of the Code of Practice are available from the Personnel Department on request.  Copies of the policies are available on the College’s website on www.southport.ac.uk and the College’s Intranet.

Southport College is committed to safeguarding and promoting the welfare of children and young people.  Copies of the College’s Child Protection and Vulnerable Adults Policy and Procedures are available on the College’s website on www.southport.ac.uk and the College’s Intranet.

Timetable for Appointment:

Deadline for receipt of applications:

Friday, 7th March 2014 (12.00 noon)

Interviews will be held:


within one month of closing date
Application Procedure:
The enclosed application form should be completed and supported by a letter of application which succinctly but comprehensively identifies your reasons for applying and how your career to date may have equipped you for the post.

Completed applications should be returned by the above closing date to The Personnel Department, Southport College, Mornington Road, Southport PR9 0TT.

In the interests of economy you will not hear from us again unless you are shortlisted.  Your interest in the post is greatly appreciated.
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