
Job Description


Post:	Programme Leader 

Hours:	Average of 35 hours per week (annualised hours)

Location:	Hartlepool

Post Line Manager:	Cluster Manager

Line Manager to:	Programme Team – Lecturing Staff and Technician / Technician Demonstrators as appropriate


General Information:

The Job Description and further particulars set out below are intended to provide information about the role and responsibilities associated with the post of Programme Leader.  Some of the duties listed below will be of a continuing nature, others cyclical or periodic, while yet others will take the form of particular projects to be undertaken as and when necessary as the needs of the School develop.

BA (Hons) Illustration for Commercial Application here at The Northern School of Art is an established and successful programme with over 100 students and a very experienced illustration team.

We are seeking a dynamic Programme Leader with an excellent knowledge of contemporary illustration styles and techniques and a specialist understanding of commercial applications.  This role will suit an experienced networked practitioner with a clear and pragmatic understanding of how creative, communication, and business skills link together in the information age.

[bookmark: _GoBack]The successful candidate should have very good interpersonal, communication and organisational skills, have experience of teaching in higher education, a post graduate qualification or equivalent professional experience and a developing research or exhibition profile. 

The HE Programme Leader carries the responsibility for the teaching and learning, management and development of their programme and programme team.  


Main Duties & Responsibilities:

· Act as the academic leader and resources manager for their programme;

· Offer clear guidance to team members on programme-related matters;

· Assuring the delivery of high quality teaching and learning;

· Ensure that any scholarly activity undertaken is completed and has a positive measurable effect on student experience

· Ensure that they and their programme team follow school procedures;

· Develop and support internal and external student progression from FE to HE; and

· Work with marketing and recruitment and engage with relevant vocational practitioners, academics or industry as required to develop their programme. 

Duties & Responsibilities

Under the guidance of the Cluster Manager and Vice Principal (Higher Education)   

1. Be responsible for the effective delivery of a programme of high quality teaching and to oversee the management of effective student learning.

2. Offer clear academic and managerial leadership to full time and part time staff (as designated) and promote and oversee coherent study pathways which take account of both specialist study needs as well as combined or broad-based study opportunities.

3. Ensure that any scholarly activity or research undertaken informs curriculum development, enhances student experience and meets TDAP aims and objectives;

4. Working with the programme team and cluster manager to set, monitor and review appropriate KPIs for scholarly activity and research for your programme area;
5. Undertake a level of teaching duties as directed by senior staff.

6. Co-ordinate timely and appropriate interviews for applicants to the programmes;

7. Take responsibility for the moderation procedures in the setting, supervision and assessment of student work in accordance with current school policy and the regulations of the validating bodies and to support academic staff on their programme team to manage these procedures;

8. Liaise with the School’s student services staff with respect to learners with specific learning difficulties and disabilities to ensure appropriate support and adjustments throughout the programme;

9. Oversee and maintain an effective tutorial structure;

10. Be responsible for ensuring the accurate recording of student attendance and assessment;

11. Organise/oversee the organisation of Education Visits in line with school policy (as appropriate);

12. Take responsibility for the effective and efficient operation of their programme including quality assurance, reviews, evaluations and all related reports, documentation and data; 

13. Identify staffing requirements and notify the Cluster Manager of shortages or changes in staffing and timetables;

14. Liaise with appropriate business support staff within the School;

15. Undertake a marketing role in relation to the programme, its promotion and associated student recruitment, in conjunction with school marketing staff;

16. Ensure applications to HE are completed and processed correctly;

17. Manage a devolved budget and to account for its efficient distribution;

18. Maximise opportunities to earn income which will be used to benefit the education of students;

19. Undertake membership of school Committees and working Groups, as requested, to attend meetings relating to the Programme, individual students, the School and external bodies; and 

20. Be committed to personal professional development and, in particular to maintain an up-to-date knowledge of developments in subject area, HE Illustration. 

General Accountabilities:

1. Ensure other members of the team have information to cover effectively for you in your absence;

2. To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date;

3. Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area;

4. Participate actively in the performance management scheme, agreeing objectives, attending reviews and undertaking professional development as required;

5. Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs;

6. Ensure the safeguarding of learners at all times and report any potential issues without delay;

7. All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda;

8. Any other duties commensurate with the nature and level of the post, as directed by Cluster Managers, Vice Principal (Academic) or the Principal; and

9. This list is not exhaustive and is only an indication of responsibilities.













Signed: 						  Date:				
                        Programme Leader 





Signed: 						  Date:				
	         Carol Harris, Cluster Manager 

		Job Description
Person Specification

Programme Leader HE 

	Specification, whether essential or desirable, and where the specification will be tested
	ESSENTIAL
	DESIRABLE
	Application form / CV
	Interview / selection test
	References

	Qualifications
	
	
	
	
	

	Honours degree (or equivalent) in subject area
	Y
	
	Y
	
	

	Willing to work towards a teaching qualification, preferably PGCE or equivalent HE teaching qualification
	Y
	
	Y
	Y
	

	Teaching qualification, preferably cert. ed. or equivalent
	
	Y
	Y
	Y
	

	Postgraduate qualification in a relevant field
	
	Y
	Y
	
	

	Experience / Knowledge
	
	
	
	
	

	Experience of teaching the required subject at HE level
	
	Y
	Y
	Y
	

	Practical experience of working within the HE – up to date knowledge of trends/ideas/working practices in their sector
	Y
	
	Y
	Y
	Y

	Knowledge of current issues in HE and their impact on the delivery of art & design subjects
	Y
	
	Y
	Y
	Y

	Knowledge of current industrial contacts in their subject area, with the ability to maintain regular liaison with industrial contacts
	Y
	
	Y
	Y
	Y

	Knowledge of progression routes within the industry
	Y
	
	Y
	
	Y

	Able to use general Microsoft IT packages for the preparation of learning materials
	Y
	
	Y
	
	Y

	Experience of liaison with feeder institutions for recruitment
	
	Y
	Y
	Y
	

	Experience of curriculum development and organisation
	
	Y
	Y
	
	Y

	Knowledge of academic infrastructure at HE
	
	Y
	Y
	
	

	Experience of preparation of documentation for validation / re-approval
	
	Y
	Y
	
	Y

	Experience of e-learning
	
	Y
	Y
	
	

	Awareness of widening participation, inclusiveness and lifelong learning debates
	
	Y
	Y
	
	

	Access to transport for work purposes
	
	Y
	Y
	
	

	Preferred Skills / Abilities
	
	
	
	
	

	Ability to demonstrate commitment to the programme, the team and the students
	Y
	
	Y
	Y
	Y

	Able to manage and lead a team to achieve high performance for the benefit of students, the programme and the institution
	Y
	
	
	
	

	Self-motivated and creative
	Y
	
	
	Y
	Y

	Planning and organisational skills with the ability to meet tight deadlines
	Y
	
	Y
	Y
	Y

	Ability to be innovative in curriculum delivery
	Y
	
	
	Y
	Y

	Ability to inspire and enthuse students to initiate fresh ideas and see them through to completion 
	Y
	
	
	Y
	Y

	Good communication skills, both written and verbal
	Y
	
	Y
	Y
	Y

	Able to work effectively as a member of a team
	Y
	
	Y
	Y
	Y

	Able to deal effectively with people at all levels
	Y
	
	
	Y
	Y

	Able to manage budgets effectively
	Y
	
	
	
	

	Flexible and reliable
	Y
	
	
	Y
	Y
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