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	Quality Assurance, Assessment & Curriculum Development Lead (Management & Professional)
This post is part funded by the European Social Fund

	Job Title:
	Quality Assurance, Assessment & Curriculum Development Lead (Management & Professional)

	Reference No:
	

	Reports to:
	Operations Manager – Commercial Training Services

	Responsible For:
	Tutors / Trainers (MTC ESF & Apprenticeship Programmes)

	Grade:
	Grade E

	Working Hours:
	37 hours per week

	Faculty/Service:
	Enterprise & Innovation

	Location:
	TBC

	Main Purpose of Role:
	To lead on the development of curriculum content, monitor the delivery and quality assurance of the assessment process, to ensure that workplace assessments of individuals’ competence and performance meet relevant quality standards.

	Key Responsibilities
and Accountabilities:

	QA and Management responsibilities
· Lead and manage a team of Management & Professional Trainers and allocate work to maintain a full caseload.
· Effective implementation and monitoring of internal quality procedures to meet the standards of the organisation,  Awarding Organisations and End-point Assessment Organisations.
· Maximise the efficiency of accredited unit(s) on ESF delivery by training and supporting staff in the assessment process.
· Support and contribute to External Quality Assurance/Awarding Organisation sampling visits.
· Deputise in the absence of the Operations Manager during Awarding Organisation sampling visits.
· Lead and manage assessment standardisation meetings across the delivery team within subject specialism area.
· Identify staff training needs and provide on-going support and training to training/assessment team.
· Support the induction and ongoing training of the training/assessment team.
· Co-ordinate and support booking and invigilation of Functional Skills examinations within ESF and Apprenticeship programmes.
· Provide support to the Operations Manager to maintain a robust Quality Improvement Planning process.

Curriculum Development responsibilities
· Develop, implement and evaluate approved training materials, ensuring standardisation and consistency across the delivery team for both in person and virtual delivery, using various teaching strategies.
· Maximise the use of e-learning and a variety of assessment methods to ensure learners have the opportunity to evidence their knowledge in a variety of ways. 
· Complete all funding and assessment documentation accurately and timely, ensuring all materials are available on request for audit purposes.
· Maintain health & safety and safeguarding processes and monitor records in respect of employer’s practices & premises. 
· Develop new business through actively promoting the ESF contract, MTC and the University of Sunderland to ensure a full workload is maintained across the team.
· Maximise business opportunities by supporting networking events and jobs fairs.
· To undertake other duties, commensurate with the grade of role, as required by the Operations Manager

Ensure the safety, safeguarding and wellbeing of all learners in your remit with particular reference to those under 18 years and to vulnerable adults.

	Special Circumstances:

	From time to time the post holder will be expected to work unsociable hours and must be flexible, as additional hours will be required at peak times of the year.  Annual leave may be restricted to certain times of the year.  
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	Part 2A: Essential and Desirable Criteria


	Part 2A: Essential and Desirable Criteria

	
	Essential 
Qualifications and Professional Memberships:

	
	· Educated to level 5 or equivalent in Management & Leadership, professional related subject or with significant demonstrable experience within a commercial training role for an accredited training provider 
· Teaching qualification e.g. Cert Ed, Certificate/Diploma in Education & Training or equivalent
· Assessor and IQA qualifications e.g. L3 CAVA, L4 IQA Award, A1/V1 or equivalent


	
	Knowledge and Experience:
· Previous experience of delivering training, including the design and development of courseware manuals and materials
· Demonstrable experience of Internal Quality Assurance processes and Awarding Organisation requirements
· Previous demonstrable experience of developing and maintaining business client relationships and networking with both commercial and public sector organisations
· Ability to work on own initiative and to meet deadlines
· Shares learning and experience with others
· Engages in updating of knowledge and training activities
· Customer focused
· Positive and dynamic with the ability to solve problems
· Strong organisational skills and the ability to carry out administrative duties accurately and efficiently.

	
	Desirable 

	
	· Experience of assessing and quality assuring IT User qualifications and units to level three, specifically Microsoft Office suite including Excel, Word, PowerPoint and Access.
· Professional membership i.e. CMI, ILM

	
	Knowledge and Experience:


	
	· Experience of delivering and supporting Apprenticeship and/or ESF funded programmes
· Health & Safety in the workplace


	Date Completed:
	October 2022
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