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BURY COUNCIL


JOB DESCRIPTION
	PRIVATE 
Post Title: SENIOR ADULT LEARNING MANAGER, QUALITY IMPROVEMENT

	PRIVATE 
Department:
Department of Corporate Core Services
	Establishment/Post No: 


	PRIVATE 
Division/Section: 
Adult Learning Service
	Post Grade:  13


	PRIVATE 
Location: 
Bury Adult Learning Centre 
	Post Hours:  18.5 hours in line with service requirements

	PRIVATE 
Special Conditions of Service: (To be completed by Supervisor/Manager) 
May involve some evening/weekend work

	Purpose and Objective of Post: 
Lead on quality improvement throughout the Service, with particular regard to the improvement of teaching, learning and assessment
Maintain and develop a comprehensive quality improvement strategy and framework for the Adult Learning Service and its delivery partners.  

	PRIVATE 
Accountable to:             Executive Director Corporate Core






	PRIVATE 
Immediately Responsible to:  Head of Service Adult Learning 


	PRIVATE 
Immediately Responsible for:  Quality and Marketing Officer; Learner Services Officer; Quality Improvement Officer (English and maths across the curriculum). 

	PRIVATE 
Relationships: 
Adult Learning staff
Staff of other Council departments

Tutors

Service users and learners

General public

Employers

Partners

External agencies

Suppliers
Other Local Authorities

Other post 16 providers

	Control of Resources: -
Training budget; training resources.
Health & Safety: -
Ensuring the maintenance of a healthy and safe environment for staff and public at all service points



	PRIVATE 
Duties/Responsibilities:

1. Develop and maintain a quality improvement strategy and framework in relation to quality improvement procedures required by Service funding bodies and Inspection/audit bodies.
2. Lead on quality improvement across the Service, researching and disseminating information and documents relating to quality, curricular and inspection issues, in particular the Education Inspection Framework, using all available relevant sources. 

3. Lead on self-assessment, audit, improvement planning, other key plans, OTLA, moderation, and accreditation etc. 
4. Lead on ensuring that teaching, learning and assessment across all provision meets the needs and aspirations of learners and the standards of the Education Inspection Framework, so that all learners receive the highest quality experience that stretches and challenges appropriately.
5. Lead on training and development activities across the Service to promote quality improvement. 

6. Lead on ensuring that the Service has appropriate policies and procedures in place in order to comply with the requirements of funding bodies, Inspection/audit bodies, and Council guidelines.

7. Work closely with the Lead Internal/External Verifier and Quality and Marketing Officer to ensure excellence in all quality and internal verification processes.  
8. Be responsible for monitoring the quality of all contracted providers to ensure that all quality standards are met and procedures/policies are complied with. 
9. Liaise with the Resources and Information Manager to analyse data, identify         emerging issues and implement appropriate actions to improve performance e.g. retention, achievement, success, participation data etc.
10. Be responsible for delivering a programme of continuous professional development. 
11. Lead on equality, diversity and inclusion across the Service. 
12. Lead on Prevent across the Service, including liaison with the Council Community Cohesion lead and GM Police as appropriate.

13. Manage the Quality and Marketing Officer, and Learner Services Officer and Quality Improvement Officer (English and maths across the curriculum) including overseeing all audit procedures e.g. course registers, to ensure compliance with external funding body requirements. 
14. Oversee effective and timely  stakeholder involvement across all aspects of the service, ensuring the learner voice is an integral part of quality improvement and curriculum planning
15. Oversee the management of the complaints procedure for the Adult Learning Service as per corporate requirements, ensuring all valid complaints lead to quality improvement.

16. Deliver excellent customer care, ensuring learners feel comfortable with, and are in control of, their learning, actively promoting equality, diversity, inclusion and safeguarding.
17. Work alongside the Resources and Information Manager to ensure that all GDPR requirements are complied with.

18. Comply with all Council and Service policies and procedures.
19. Participate in meetings and training events and share good practice with colleagues with specific regard to teaching, learning and assessment. 

20. Proactively keep abreast of appropriate changes e.g. policies/procedures and implement changes as required.
21. Monitor performance of Quality and Marketing Officer, Learner Services Officer and Quality Improvement Officer (English and maths across the Curriculum) through employee review process
22. Represent the Service on designated internal and external groups
Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (Extract from paragraph 203 of Supplemental Conditions of Service)



	PRIVATE 
 
	Sign:
	Date: October 2013

	PRIVATE 
Agreed correct by Postholder:
	Sign:
	Date:

	PRIVATE 
Agreed correct by Supervisor/Manager:
	Sign:
	Date:


PERSON SPECIFICATION

Senior Adult Learning Manager- Quality Improvement
	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application Form
	Qualifications

·  Recognised teaching qualification
	(
	

	Application form
	· Professional qualification or equivalent appropriate to specialism e.g. management qualification
	
	(

	Application Form / interview
	Experience

· Experience of working within a post sixteen environment, preferably adult learning

· Demonstrable experience of managing within the post 16 sector

· Management of quality improvement processes and practice including performance management

· Experience of developing and delivering staff training activities 

· Experience of devising strategies, policies and procedures

· Experience of developing effective partnerships both internal and external

· Experience of working collaboratively across team boundaries
	         (
        (
        (
        (
       (
      (
      (
	

	Application Form / interview
	Skills/Abilities
· Ability to manage teams effectively
· Ability to make and implement difficult decisions

· Strategic leadership skills

· Proven ability to prioritise, work under pressure and to meet deadlines 
· Ability to create documents for a range of purposes and audiences 

· Ability to recognise and develop excellent teaching and learning through the OTL process

· Effective communication skills

·  High level of organisational skills

·  Good standard of ICT skills 
· Ability to use and interpret data to support the planning process

· Ability to work without supervision
	(
(
       (
       (
       (
(
       (
(
        (
	     (
      ( 

	Application Form / interview
	Knowledge

· Strategic issues facing adult learning

· Understanding of inclusive learning, equality and diversity and safeguarding issues in the learning environment

· Awareness of health and safety practices and the completion of risk assessments.

· Understanding of current issues and priorities in the adult learning sector

· Understanding of continuous professional development
	(
        (
(
(
(
	

	Application Form / interview
	Other

· Willingness to work in a flexible manner

· Willingness to travel to and work in a variety of Centres

· Commitment to continuous improvement
	(
(
(
	


The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.
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