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Job Description
Assistant Director: Academic Standards
Job Title:
Assistant Director: Academic Standards
Salary:
Salary in the range of £55,392 - £58,639
Reporting to:  
Group Deputy CEO & Principal Uxbridge College
Base: 


HCUC
Purpose of the Job

The Assistant Director: Academic Standards is a key post within the College, reporting to the Group Deputy CEO & Principal UC and working with other key personnel including the Principal HC and in partnership with the Assistant Principals Curriculum & Quality cross-group responsibilities. 
The role, working alongside the Group Deputy CEO & Principal UC will provide strategic & operational leadership in HCUC’s curriculum quality including managing the HCUC Quality Calendar, SAR and Academic Standards unit, and to further develop and implement strategies for raising standards which maximise student achievement and impact overall on improved learner outcomes across HCUC.
Duties

1. To effectively work with key staff across HCUC to drive and inspire improvement in HCUC’s curriculum and quality in order to enrich students' learning experiences and to maximise their achievement levels including working proactively with: 

· The Group Deputy CEO & Principal UC’s to enhance and inform their strategic lead on curriculum & quality across the college group. Your role will be to develop strategies, verify their validity and impact, and accelerate their operational drive across HCUC. 
· The Principal HC, and groups’ Assistant Principals in their designated Curriculum and Quality cross-group areas. 
· College-wide managers and wider staff in the preparation of curriculum and service teams to conduct rigorous and evaluative course/service reviews and self-assessment reports which have SMART targets for improvement in their Development Action Plans
· With Human Resources & the Training & Development Officer and key personnel involved in teacher education to contribute to College strategies designed to improve teaching and learning and student achievement across HCUC. To initiate relevant and timely CPD across HCUC to support Education and Training/Teaching & Learning.
· With and line manage the College Academic Standards team to ensure liaison with all external awarding bodies and external verifiers, and internal team compliance with all College quality assurance processes, is systematically and effectively managed. To inspire and motivate, developing and managing team members effectively and enabling them to give of their best
· With the Funding and Information Manager and the College's Data Analyst in order to further refine the tracking processes and information used to report on student attendance, retention, achievement, value-added, student progress, course performance, student feedback and other quality assurance surveys.
· With for Heads of School, acting in a coaching capacity to assist with Quality Assurance processes, Self Assessment Reports and Quality Improvement Plans.

2. Lead on cross college strategies that achieve internal and external compliance with quality assurance processes that advance the quality of HCUC’s teaching, learning & assessment (both internally and in partnership with external agencies including Awarding-Bodies).  These should provide both quality Assurance & Quality Improvement. 
Quality Improvement & Assurance strategies
· To effectively manage HCUC quality assurance processes which conduct and interpret student feedback, lesson observations, internal and external verification, mid and end of year course reviews, student progress reviews, course performance reports, value ​added data analysis, self-assessment and development action planning. These must reflect national and local direction including Ofsted and other monitoring agencies. This will involve harmonising approaches in partnership with colleagues where appropriate across HCUC.
· To monitor compliance within teams of all quality assurance processes. To report on task completion in partnership with college managers to ensure compliance where appropriate. 
· To further develop, embed and support the quality ethos and quality assurance processes within curriculum and service areas, in line with the College's strategic objectives.
· To contribute significantly towards the preparation for relevant Ofsted, and all other Inspection processes.
Teaching, learning & assessment, Observation & CPD
· To enhance the validity of HCUCs’ tracking, monitoring and reporting on aggregated lesson observation analyses and trends. This should be reviewed annually and/or in line with national and local direction including Ofsted and other monitoring agencies. They should HCUC wide needs.
· To organise moderation and appropriate training and development for Lesson Observers and to quality assure their work and reflect the current context in Education and Training/Teaching & Learning in Further Education
· To work through a variety of agencies within the HCUC to drive improvements in Education and Training/Teaching & Learning across the College through a variety of creative strategies and activities. Manage the Teacher Training curriculum area
· To lead the Head of Teacher Training to develop the skills and effectiveness of the College’s Advanced Practitioners in order that their mentoring activities have impact in improving standards of Education & Training/Teaching & Learning.
· To lead on the design and delivery of staff training sessions with particular reference to Quality Assurance and improving Teaching and Learning.

· To establish and manage rigorous and valid reporting systems which are understood and owned by curriculum/service teams and which impact on continuous improvement and learner outcomes.
· To further develop, monitor and manage the tracking systems required for a quality assurance system which is benchmarked and has validity. These should be reviewed annually and/or in line with national and local direction including Ofsted and other monitoring agencies. They should HCUC wide needs. 
· To produce and advance understanding of timely reports which are benchmarked, informed by accurate and valid data, and user friendly.
· To work with key managers in the preparation of curriculum and service teams to conduct rigorous and evaluative course/service reviews and self-assessment reports which have SMART targets for improvement in their Development Action Plans
Awarding Bodies/Course approval 
· To lead on liaison with all external awarding bodies and external verifiers, and internal team compliance with all College quality assurance processes, is systematically and effectively managed. To organise and to chair external verifier meetings at the College. To monitor the implementation of action plans resulting from external verifiers' reports.
· To attend Quality Panel meetings, Internal Verification Committee meetings, Performance & Standards Committee meetings and other College meetings, as required.
· To develop and maintain tracking systems in order to manage validation processes for internal course approval purposes and for external awarding body requirements.
· To manage the record keeping arrangements required for the College's HE provision and to contribute to the preparation for relevant QM reviews
· To keep abreast of research and development activities associated with standards and quality improvement, and to contribute to national research projects
· To manage the effective operation of the College's Assessment Appeals and to provide timely reports. 
· To maximise student retention, attendance, student progress, achievement and overall course satisfaction levels.

· To manage, monitor and maintain the complaints reports and related documentation    and ensure fit for purpose within the current college contexts.
· To comply with, and to implement, all College policies including the policies to promote equality of opportunity and health and safety.
· To participate in appropriate training and development activities and the College's appraisal and mentoring processes.
· To carry out other duties as may reasonably be required, commensurate with the post and level of responsibility.
The postholder will be a member of the College Management Team, leading and promoting corporate objectives, policies and procedures to support an outstanding curriculum and student experience and to ensure the College complies with relevant statutory duties. 
Resources

· To manage a designated budget for permanent and agency staffing and consumables, staying within budget and providing services according to an agreed Service Level Agreement.

· To ensure that teaching resources are fit for purpose and accessible to teaching staff.


· To deploy own staff effectively and efficiently to maximise resources and minimise expenditure, ensuring that staffing resource allocations are not exceeded.

· To collaborate with the adjacent HOS to ensure an effective and efficient management of service recharged resource

· To ensure that accommodation under the Head of School control meets the College’s accommodation standards and is managed efficiently.

Staffing and Development

· To line manage and implement all relevant staff policies including discipline, grievance, etc

· To ensure that all staff within the School are effectively appraised and are developed as required. 

· To coach and support staff to achieve, improve and develop to their full potential.

· To induct, train and develop staff, giving access to relevant knowledge and information necessary for them to do their job.

· To induct and support agency personnel and any casual or temporary staff so that they can carry out their duties effectively.

Other

· To promote Equality and Diversity and Safeguarding/Prevent and implement the College’s Equality and Diversity and Safeguarding/Prevent policy -including within HCUC curriculum & quality strategies. 
· To provide a secure and safe learning environment including ensuring the preparation of Risk Assessments within the School and implementation of the College’s Health & Safety Policy.


· To complete all documents necessary to comply with College policies, e.g. agency booking forms, sickness forms, appraisal forms, etc. and ensure all staffing records are kept up-to-date.

· To carry out any other duties commensurate with the scale and grade of the post.


Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.
 Assistant Director – Academic Standards
Person Specification

	
	Essential
	Desirable
	How assessed?*

	Qualifications and Experience
	
	
	

	· Degree level or other relevant equivalent qualification 
	(
	
	AF, Cert

	· Advanced level teaching qualification recognised by the FE sector (e.g. PGCE/DET)**
	(
	
	AF, Cert

	· Management qualification
	
	(
	AF, Cert

	Experience
	
	
	

	· Minimum of 5 years’ teaching experience
	(
	
	AF, IV

	· Experience of implementing strategies for raising performance and standards of teaching and learning which impact upon improved student achievement
	(
	
	AF, IV

	· Experience of budget management
	
	(
	AF, IV

	Knowledge, Skills and Abilities
	
	
	

	· Sound knowledge and understanding of quality 
management strategies and processes
	(
	
	AF, IV

	· Understanding of the key issues facing FE and HE 
provision within the post 16 sector
	(
	
	IV

	· Excellent organisation and administration skills
	(
	
	AF, IV

	· IT literacy skills
	(
	
	AF, IV

	· Ability to monitor quality processes at team and whole 
College level
	(
	
	AF, IV

	· Experience of leading/managing a team, and the 
ability to lead and motivate people effectively
	(
	
	AF, IV

	· Ability to interpret and present data in a useful and 
meaningful way
	(
	
	AF, IV

	· Sound knowledge and understanding of post 16 
inspection requirements
	(
	
	AF, IV

	· Ability to work under pressure and meet deadlines
	(
	
	IV

	· Good literacy and numeracy skills
	(
	
	AF, T

	Personal Attributes


	
	
	

	· An understanding of, and commitment to, Equal 
Opportunities in practice
	(
	
	IV

	· Enthusiasm and commitment to raising standards of 
attainment of all College students
	(
	
	IV

	· Advocacy skills to promote high professional 
standards across the College
	(
	
	IV


*Evidence of criteria will be established from:

AF = Application Form

IV = Interview

Cert = Certificates checked at interview stage and induction

T = Literacy / Numeracy Test at selection process
**Qualifications that are equivalent to the Diploma in Education and Training (DET) include: DTLLS (Diploma in Lifelong Learning Sector); 7407 Stage 3/FE Certificate Stage 3; older Certificates in Education; Post Graduate Certificate in Education (PGCE) – FE and/or Secondary; any qualification that is recognised as fully qualified for the FE sector.  
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