PETERBOROUGH ADULT LEARNING SERVICE
CITY COLLEGE PETERBOROUGH

JOB DESCRIPTION

PCC Section:
Peterborough Adult Learning Service (PALS)/City College Peterborough (CCP)

Department:
 Adult Skills
Job Title:

 Curriculum Co-ordinator 

Post No:

Grade:

NJC Grade: 8 Points 19-24 £27,852 - £31,099
Responsible to:
Adult Education Budget Manager
Responsible for:
Customer Experience Administrators and IAG advisor.
JOB PURPOSE

To operate under the direction of the Adult Education Budget Manager to co-ordinate the work required to ensure that all targets for funding, fees and quality are achieved within budget and the college is offering the best possible customer experience to our learners. 
PRINCIPAL DUTIES AND RESPONSIBILITIES

1. Co-ordinate the smooth running of the provision, ensuring that all internal and external queries, enquiries and requests are dealt with effectively

2. Lead and motivate a team of staff to provide a professional and high-quality customer experience, ensuring the team provides the highest levels of accuracy and attention to detail, and have full training in what is required of them 

3. Support the Adult Education Budget Manager to develop, plan, implement, monitor and review plans for the provision to ensure that all including financial and contractual are achieved within budget.
4. Contribute to the production of timely, accurate information and data to support management decision-making and to satisfy all awarding body and financial requirements.
5. Monitor and assist in improving learner recruitment, attendance, retention, achievement/success, progression and destination to achieve internal and external targets.

6. Contribute to the designing of the college prospectus and assist in the creation of marketing materials for your department. 

7. Attend college and external events as directed by the Adult Education Budget Manager and represent the college to a high, professional standard.  

8. Work with Adult Education Budget Manager to support the recruitment, training and performance management of sub contractors within the department, adhering to the college processes and procedures at all times. 

9. Work under the direction of the Adult Education Budget Manager to support the achievement of Quality Improvement within the provision.
10. Identify to Managers improvement opportunities in ways of working to support efficiencies.
11. Work with managers and administration to support effective administrative processes and communication both internal and external 
12. Ensure documentation is completed to deadlines and complies with funders’, Ofsted’s and CCP’s Quality Procedures

13. Coordinate the timetabling and rooming of courses and effective staff deployment.
14.  In liaison with Managers, maintain and monitor effective resources for the    provision.
15.  Liaise with external clients / partners as directed by Managers.
16. Participate in the college management duty rota, provide holiday and sickness cover as required.
17.  Contribute to ensuring the safeguarding of children and vulnerable adults.
18.  Contribute to ensuring the College’s Equality, Diversity and Inclusion duty is met.
19.  Contribute to maintaining the Investors in People (IIP) and MATRIX (IAG) Standards.
20.  Assist in maintaining a minimum Ofsted Grade 2. 

21.  Meet the minimum requirements of Continuing Professional Development (CPD)
22. Adhere to the College’s Mission and Principles
GENERAL DUTIES

1. To ensure that the College/Service’s policies with respect of Equal Opportunities are fully met. 

2. To contribute to team working across the Service

3. To promote high standards of Health, Safety and Welfare, ensuring that the Service/College complies with statutory requirements. 

4. To undertake other reasonable duties at the request of the Executive Leadership Team.

VARIATION CLAUSE

This is a description of the post, as it is constituted at the date shown.  It is the practice of this Service/College to periodically to examine job descriptions, update them and ensure that they relate to the job performed, or to incorporate any proposed changes.  The appropriate Manager, in consultation with, the post holder, will conduct this procedure.

In these circumstances it will be the aim to reach agreement on reasonable changes, but if agreement is not possible management reserves the right to make changes to your job description following consultation.

FLEXIBILITY CLAUSE

Other duties and responsibilities expressed and implied which arise from the nature and character of the post within the department (or section) mentioned above or in a comparable post in any of the Organization’s other sections or departments.
The role requires some evening and weekend work to meet the needs of the business.

Description prepared by:
   Helen Osborne

Date:  May 2023



              (Interim Head of Adult Education)
Description authorized by: Pat Carrington

Date:  




   (Executive Principal)


PETERBOROUGH ADULT LEARNING SERVICE
CITY COLLEGE PETERBOROUGH

PERSON SPECIFICATION

PCC Section:
Peterborough Adult Learning Service (PALS)/City College Peterborough (CCP)

Department:
 Adult Skills
Job Title:

 Curriculum Co-ordinator 

Post No:

Grade:

NJC Grade: 8 Points 19-24 £27,852 - £31,099
Responsible to:
AEB Manager

Responsible for:
Tutors

	ATTRIBUTES
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	KNOWLEDGE


	Proven knowledge of:

· Co-ordination
· Quality Assurance processes

	· Post 19 

education sector

· Ofsted Inspection



	SKILLS & ABILITIES         


	Proven ability in:

· strong work ethic

· effective analytical skills

· flexible attitude to the demands of the job

· a positive, problem-solving and solution -based approach to work
· resilience under pressure
· excellent oral and written communication

· meeting targets and deadlines
· prioritising work
· Leading by example

· Demonstrating a can do attitude

· Doing what is needed to get the job done

· Putting the organization at the heart of everything we do

	

	EXPERIENCE


	Proven experience in:

· highly-effective co-ordination skills

· delivering to stretching targets within budget

· implementing improvements in administrative functions and processes

· ability to demonstrate self- motivation 
· leading staff to deliver high quality customer service to all external and internal customers

	· Project management
· Managing people

	QUALIFICATIONS


	Proven certification:

· Educated to A level standard or equivalent

· Minimum of Level 2 Literacy and Numeracy equivalent 


	· IT qualification


	SAFEGUARDING
	Proven commitment to:

· Ensuring the safeguarding of children and vulnerable adults


	

	EQUALITY, DIVERSITY AND INCLUSION
	Proven commitment to:

· Ensuring the College’s Equality, Diversity and Inclusion duty is met. 

	

	CUSTOMER CARE
	Proven Record in:

· The understanding and practice of effective customer care


	

	PERSONAL CIRCUMSTANCES


	· Is able and willing to travel within the locality and to attend occasional events outside Peterborough

· Willing to participate in training for professional development

· Adaptable and available to work such hours as reasonably necessary for the proper performance of duties


	


