[image: image1.png]S The Sheffield

7ﬁ College




JOB DESCRIPTION

	POST TITLE:
	A Level Learning Success Manager


	GRADE:
	MS 38-41

	AREA:

	Student Support

	PURPOSE OF JOB:
	· To support a learner-driven culture of high performance

· To manage and lead on ‘wrap-around’ support for students, including high quality tutorial provision, target-setting and review.

· To plan and lead on carefully managed entry-to- course processes and to ensure smooth and successful progression

· To promote student and parental involvement, as well as celebration of success. 
· To act as a role model to staff, fostering and maintaining a positive ethos through effective communication, co-operative planning and sharing of knowledge, skills and expertise.



	RESPONSIBLE FOR:
	

	RESPONSIBLE TO:


	Student Support Manager


	Date of issue 
	
	Signature 
	


	Line Manager's Signature 
	


Post Title:  A Level Learning Success Manager
The post holder must at all times, carry out his/her responsibilities in accordance with College policies, actively supporting the mission of the College as outlined in the Strategic Plan.
KEY DUTIES AND RESPONSIBILITIES

In particular, the post holder will be responsible for:

1.
Managing and Supporting Students
1.1
Co-ordinate provision and provide support for the A Level cohort at the local college
1.2
Manage ‘support for success’ strategies for students e.g. maintain ‘at risk’ 
overview and lead on agreed processes (including use of Chance 
Charts/Value Added)
1.3
Lead support for positive behaviour management

1.4
Develop positive relationships with students including responsibility for the 
agreed learner involvement strategy – promoting this, organising it, leading 
the voice of the learner in agreed areas and supporting any Learner Rep 
system
1.5
Ensure that all early leavers are counselled and referred to the appropriate agencies – track and monitor this process
1.6
Monitor student attendance and take supportive action as appropriate, in collaboration with the curriculum area
1.7
Support and work as directed by named child protection staff as appropriate, maintaining strict confidentiality at all times
1.8
Contribute to and support Learner Recruitment arrangements including their planning and local delivery, in liaison with the local College and Central functions, including school engagement strategies and interviewing learners where required
1.9
Contribute to and support strategies and processes to facilitate internal and 
external progression for A level students
2.
Managing People

2.1
Provide leadership, motivation and support to staff delivering on the A level tutorial programme

2.2
Regularly review, with staffing managers, staff deployment to the tutorial programme so that it remains effective, and identify issues that require attention
2.3 Develop tutorial packages for Personal Tutors and deliver training where appropriate
2.4 Line management of designated staff within the area, in accordance with the guidelines of the College’s Human Resources policies and procedures

2.5 Working in collaboration with the Professional Development Department to identify and meet staff development and training needs
3. Managing tutorial provision

3.1
Work with other equivalent post-holders and the Student Support Managers 
to manage the tutorial programme

3.2
Ensure that the tutorial programme is of high quality, to match the best in the 
sector
3.3
Plan and develop this high quality tutorial programme appropriate to the learners’ level of study to include agreed demands of the ECM agenda etc. 
3.4
Plan and manage the accreditation of the tutorial programme, where appropriate
3.5
Lead on the use of Pro-Monitor within the tutorial system – support staff who 
are using it (e.g. through training/mentoring) and monitor effective usage
3.6
Organise liaison and communication with parents 
4. Managing Physical Resources

4.1 
Manage allocated resources to the standards set by the College and ensure


the delivery of outputs in line with key performance indicators
4.2 
Effectively contribute to the security and effective supervision of the local

 
College, its students and facilities, contributing to the day to day management of the local college, including evening cover
4.3 
Promote and maintain a learning environment conducive to success
4.4 Operate within agreed budgets and ensure compliance with the College
 
Financial Regulations
4.5
Providing information and statistical returns to meet external funding providers and College Requirements
5. Managing Quality and Information

5.1
Work closely with the Planning and Quality Manager to ensure that the tutorial programme has robust quality assurance procedures 

5.2
Effectively contribute to the Self-Assessment process and the business planning process to ensure demonstrable progress towards the College’s strategic aim of being outstanding
5.3
Ensure that learners are involved in the planning and review of the tutorial system and ensure that learner opinion of the quality of tutorials is sought and acted upon to improve the learner experience
5.4 Provide accurate and timely data on the performance of the area
5.5 Positively contribute to the College’s achievement of external quality assessment standards
6.
Teaching and Learning Responsibilities (according to contracted teaching)
6.1
Contribute to the teaching programme of the College within agreed guidelines

6.2
Undertake a tutorial role as part of the teaching contract, if required/appropriate
6.3
Be responsible for the teaching and learning of students as individuals and 
members of groups
6.4
Assess, record and report the progress and performance of students
6.5
Contribute to the development of relevant programmes
6.6
Participate in activities to promote relevant programmes including training 
and development
7.
College Responsibilities

7.1
Promote a healthy and safe environment in accordance with the College’s 
Health and Safety policies and procedures, including risk assessments in 
conjunction with other colleagues and managers
7.2 
Play a key role in the creation of an inclusive College by embedding the 
College’s Diversity and Equality policies and targets into all areas of the 
College’s curriculum and work
7.3
Ensure the implementation of all relevant policies including human resources, data protection and financial procedures
7.4 
Representing the Student Support Manager (or other relevant managers) and 
through them the College Executive Director
7.5
Ensuring that all relevant work activities underpin the College’s commitment to safeguarding children and vulnerable adults
8.
Other

8.1       Undertake any other duties and responsibilities as may be determined after    
consultation between the postholder and management
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A Level Learning Success Manager

	PERSON SPECIFICATION
	Essential / Desirable
E/D
	To be identified from:

	
	
	

	Qualifications
	
	

	Level 6 qualification (degree or equivalent)
	E
	Application/

Certificate

	Professional Teaching qualification
	E
	Application/

Certificate

	Level 2 English Language and Maths or equivalent
	E
	Application/

Certificate

	
	
	

	Specific Technical/Professional Skills and Experience
	
	

	Recent relevant experience of responsibility for curriculum/learners
	E
	Application/

Interview

	Successful curriculum/programme/tutorial planning experience
	E
	Application/

Interview

	Development of teaching and learning strategies
	E
	Application/

Interview

	Experience of successful quality improvement planning
	E
	Application/

Interview

	Experience of effective management of team or student activities
	E
	Application/

Interview

	Experience of the use of a range of IT to support decision-making/programme delivery
	E
	Application/

Interview

	Experience of management of budgets within financial regulations
	D
	Application/

Interview

	
	
	

	Knowledge and skills
	
	

	Knowledge of quality systems, including Self Assessment and the inspection framework
	E
	Application/

Interview

	Extensive knowledge of post-16 curriculum qualifications and funding in area of responsibility
	E
	Application/

Interview

	Sound organisational and basic work skills including working to deadlines, record-keeping, co-ordination and liaison
	E
	Application/

Interview

	The ability to innovate and problem-solve
	E
	Application/

Interview

	
	
	

	Specific interpersonal skills
	
	

	Leadership skills, within a learner-driven culture
	E
	Application/

Interview

	Supervisory skills
	E
	Application/

Interview

	Ability to work to targets – monitoring and review
	E
	Application/

Interview

	Excellent communication skills, to a variety of audiences
	E
	Application/

Interview

	Ability to self-manage
	E
	Application/

Interview

	A drive to excellence in teaching and learning
	E
	Application/

Interview

	Demonstrate a clear understanding of issues in relation safeguarding children and vulnerable adults
	E
	Application/

Interview

	Demonstrate a clear understanding of equality of opportunity, inclusion and diversity issues
	E
	Application/

Interview
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