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JOB DESCRIPTION

POST TITLE


Sector Manager

POST




POST GRADE:

     30 - 34

RESPONSIBLE TO:
  Business Delivery Manager

1. THE COLLEGE

The sixth form college for South Oxfordshire and the Thames Valley, The Henley College attracts highly ambitious students from over 100 schools across Buckinghamshire, Berkshire and South Oxfordshire, thanks to its reputation, the quality of its courses and excellent transport links. 
With over 40 high-achieving A Level and vocational diploma courses on offer, as well as apprenticeships and other opportunities, students are guided towards choosing the route that is right for them, taking into account their individual needs, aspirations and potential. Students are further challenged by the College’s Gifted and Talented Academy and enrichment offering, including the Extended Project and Sports Development Programme. Home to upwards of 1,800 full-time students, results are consistently high and compare favourably with more selective institutions in the area.

In 2010 Henley became the first college in the UK to be granted a change of status to become a sixth form college. It is also proud to be the only sixth form college in Oxfordshire, Berkshire and Buckinghamshire to be awarded the highest accolade in the post 16 sector, by the Department of Education
HENLEY COLLEGE TRAINING

Henley College Training is responsible for the successful delivery of Commercial, Apprenticeship and Work Based learning programmes throughout a variety of occupational sectors.  The main core of its business is carried out under contract to the Skills Funding Agency.

OUR VISION

An outstanding sixth form college for all.

OUR MISSION 

Supporting our students to achieve their best by providing the highest quality of academic and vocational teaching and learning.  An unrelenting focus on continuous quality improvement.  Promoting high expectations, providing excellent pastoral care, welcoming individuality and developing independence.

2. THE POST

The post holder will work closely with the Business Delivery Manager and Sector Lead to ensure all programmes are delivered in accordance with the requirements laid out within the Providers Funding Agreement, the College’s development plan and Awarding Organisation requirements. You will be responsible for the monitoring of learner retention and achievement as well as ensuring that HCT meet all contractual obligations in relation to quality and equality of opportunity.   

3. Responsibilities and duties

KEY TASKS

1.  To lead all internal quality assurance in the sector

2 .  To monitor the training, assessment and internal quality assurance activities including learner documentation, via auditing of learner files to ESFA compliance and follow up actions required; 

3  
Carry out observation of assessors and quality assurance of portfolios and agree a plan for remedial action where individuals fall short of standards

4 To maintain IQA systems and records efficiently and effectively. Including an IQA strategy, sampling plans, records of sampling, observation and learner interviews, assessor records,  development plans and CPD records

5 Lead External Quality Assurance visits

6 To liaise with EQA’s and ensure that assessors are provided with up to date guidance on the consistent delivery and assessment of qualification and standards, including preparation for end point assessment

7 To arrange and chair standardisation meetings

8 To keep up to date with qualification changes and standards development and disseminate to Assessors

9 To maintain a quality file 

10 Induct new staff members

11 Allocate new learners to assessors

12 Chair monthly team meetings

13  To manage the personal and academic progress of learners

14 Carry out monthly inductions for new learners in collaboration with other sector leads

15 To provide coaching to new and existing staff to ensure their performance meets the requirements of The Henley College Training and they have the skills and knowledge needed to meet businesses objectives

16 To performance manage staff and carry out annual appraisals

17 To attend meetings as require by The Henley College Training and external organisations

18 To provide educational and occupational guidance to learners

19 To monitor the programmes retention and success rates

20 To assist with appointing new staff members

21 To conduct research as required

22 To carry out observations of teaching (if qualified)
ASSESSING: You may be required to assess as part of this role

1. Travel to allocated locations within the contract areas and  carry out assessments with learners in accordance with company and Awarding Organisation Assessment and Verification Policies and Procedures

2. To attend employers premises to carry out Health and Safety audits and complete accurate enrolment documentation with learners

3. To complete relevant documentation in line with ESFA and Awarding Organisation requirements and ensure learner files are compliant at all times

4. Carry out and record initial assessments and ongoing assessment of learners needs 

5. To carry out quarterly reviews with learners and their supervisors or 8 weekly reviews where learners have identified additional learning needs
6. To provide help and support for learners including support with learning for main qualification and functional skills

7. Liaise with relevant persons to ensure all learners who have to do functional skills are supported appropriately

8. To assist potential learners to access any funding, loans or bursaries which may be available to them

9. To maintain excellent relationships with employers to ensure repeat business

10. To attend standardisation meetings arranged by the IQA

11. To attend monthly meetings as required by The Henley College Training and external bodies.

12. To keep up to date with all Awarding Organisations policies and procedures as laid down in their mandatory guidance documents as displayed on their web-sites

13. To act as the account manager for the organisations where your learners are employed and support the employer in all apprenticeship related matters

14. Actively market all apprenticeships to the organisations visited

15. To take on additional duties as deemed appropriate with the Business Delivery Manager where workloads fall below the average of 40 learners per assessor.

16. To maintain awareness of the requirements of the college health and safety policy and adhere to health and safety rules in the workplace.

17. To support employers with their DAS

GENERIC
1.  To work flexibly and efficiently to maintain the highest professional standards
2.  To carry out administrative work associated with this role.
3. To identify and complete personal staff development needs to meet the college’s strategic and operational plan, Awarding Organisation requirements and personal continuous development, maintaining up to date records
4. To participate in the college appraisal scheme.
5. To maintain awareness of the requirements of the college health and safety policy and adhere to health and safety rules in the workplace

6. To ensure adherence to the college data protection policy

7. To demonstrate commitment to the college Equal Opportunities, Safeguarding and Prevent policy.
8. To work to the college quality standards within the context of the quality systems and college charter
9. Review of ILR and PDSAT reports
10. To undertake such other duties in keeping with the post as may be determined by the Business Delivery Manager.

THE PERSON

Essential skills and characteristics

· Full, clean driving licence and daily use of a reliable car
· Apprenticeship / NVQ level 3 or higher or equivalent, in the qualification being taught, assessed or Internally Quality Assured
· 5 years relevant and recent occupational competence in areas that are taught, assessed or internally quality assured
· Recognised assessor and IQA qualifications with evidence of update to the current TAQA qualification:
- Level 3 'Certificate in Assessing Vocational Achievement' (CAVA).  

- Full Level 4 Certificate - 'Lead the Internal Quality Assurance of Assessment
· Minimum of 3 years experience of leading a team of Assessors across a range of qualifications
· Level 3 Management qualification or willingness to work towards

· Level 5 Management qualification or willingness to work towards

· Experience of On Job Training and Workplace Assessments and Internally Quality Assurance
· Thorough understanding of competence based Training, Functional Skills and Apprenticeship programmes
· Understanding of Awarding Organisation requirements

· Able to work on own initiative

· Ability to work as part of a team

· Excellent communication skills 

· Excellent organisational skills

· IT literate

· Functional skills at level 2 in maths and English or achievement within 12 months of commencement of employment

DESIRABLE

· Level 5 Teaching qualification 
· Experience of QA of professional qualifications at level 4 and above
eg. AAT, CIPD, Level 5 qualifications
TERMS OF EMPLOYMENT

Tenure of post: 
Permanent

Hours of work:
to be confirmed
Salary:  

up to £34,038 per annum (pro rata for part time positions)
Leave:
28 days plus bank holidays.  You will also be entitled to up to 4 paid Closure Days when the College closes over the Christmas period.          

Pension: 

Local Government Pension Scheme (optional).  This is an employee 

                                    and employer contributory pension scheme. 
The Henley College is an Equal Opportunities Employer
The Henley College is committed to safeguarding and promoting the welfare of learners and expects all staff to share this commitment.  This position is subject to a satisfactory Enhanced DBS check
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