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	Role Title
	Senior Programme Manager 
· Community

	Service
	Adult Learning Service

	Pay Scale
	MGT3

	Purpose

	To manage a team of staff to plan and deliver learning and training programmes. To support the Head of Learning Delivery to develop a programme of learning in response to identified local need and service priorities. To lead on a range of learning and development projects, programmes and activities, contributing to wider council community initiatives and ensuring community learning investment contributes to corporate priorities and strategic objectives.

	Generic Accountabilities
	End Results/Outcomes

	Plan and manage the work of a team to ensure the delivery of those aspects of the Adult Learning Service for which the post holder is responsible. Develop and deliver the service, in accordance with stakeholder requirements.
	Work is completed on time and to the quality, professional and organisational standards required.

Requirements are effectively identified.

Customer and stakeholder views inform programme planning and development.

Priorities are established.

Service delivery is informed by latest thinking and good practice and complies with legislative and government agenda requirements.

	Co-ordinate and control delivery and implementation of programmes/ activities. Ensure the delivery of specialist training as required.
	Programmes / activities are delivered to the required standards and timescale.

Learners achieve specified outcomes.

The learning environment meets all required standards.

Risks are identified, assessed and managed.

	Support the Head of Learning Delivery to develop a programme of learning in response to identified local need and service priorities.
	The provision meets the needs of learners, employers and local stakeholders now and in the future



	Provide expert advice and support to other practitioners / professionals and stakeholders. Respond to escalated or complex queries /issues within the area of responsibility.
	Expert advice and information is provided on the full range of issues within the field of expertise.

Appropriate action is taken to resolve issues or escalate if necessary.

	Ensure the development and implementation of appropriate standards. Monitor and evaluate the effectiveness of programmes and delivery.
	Programme outcomes are reviewed and assessed through the annual self-assessment and other quality assurance processes. 

Improvements are identified and implemented. 

Standards are maintained and improved. 

Programmes/activities meet specified outcomes.

	Ensure information management and reporting support the planning and delivery of the service.


	Procedures are adhered to and all information correctly recorded.

Accurate, complete and relevant information / records / reports are provided for internal and/or external use.

	Identify additional service requirements or service shortfalls and recommend solutions.  Co-ordinate initiatives to improve business processes and performance. Contribute to policy and service development.
	Improvement opportunities are identified and recommended including through the self-assessment and quality improvement planning process 

Agreed improvements are developed, delivered and evaluated.

Specialist knowledge informs strategy development.

Stakeholder requirements are met. 

	Proactively develop professional knowledge, skills and behaviours.
	Maintain an evidence log for achievement against objectives, behaviours and learning activities.

Take responsibility for identifying and pursuing own development needs

	Manage a team of staff.
	Team completes all work on time and to the required standards

Performance and development reviews are completed to the required standards and timescales for all staff.

Recruitment, induction, development, employee relations and all HR processes and planning are completed to the required standards and timescales.

	Carry out all duties with an awareness and understanding of the Safeguarding  requirements within the area of responsibility.
	Work complies with all safeguarding policies and procedures that apply to the role.

Behaviours and actions support the safeguarding of children, young people or vulnerable adults as appropriate.

	Ensure the successful implementation of health and safety legislation, policies and practices.
	Risks to staff and others are assessed and managed.

Suitable health and safety instruction and training are provided.

There is a safe working environment.

	Act in accordance with all policies and procedures that apply to the job and understand the reasons for this.
	All policies and procedures are complied with.


	Role-specific Accountabilities
	End Results/Outcomes

	Meet funding targets as set by service and external funders
	The service is financially viable.

	Be familiar with the Ofsted framework and apply its standards to delivery.
	The service performs well at Ofsted inspections and meets quality performance targets.

	Plan, develop and manage Community Learning provision including Family Learning 
	The service is able to deliver a varied and effective programme of learning.

	Develop and manage cross curricular initiatives. Co-ordinate and advise on community learning opportunities throughout the programme of learning  to maximise opportunities for residents to access learning 
	Learners on all courses develop the skills and confidence needed to achieve and succeed.
Engagement targets for residents from identified priority groups are met.

	Lead on outstanding teaching, learning and assessment practice within the curriculum area and the use of best practice including the use of learning technologies to support teaching and learning. Innovate in new approaches and pedagogy.
	The service provides learning supported by up-to-date teaching resources to support high levels of learner achievement.

Outcomes for learners are good and they progress well.

	Keep up-to-date with developments within the curriculum area and to identify opportunities for joint activities and new initiatives which will improve the quality and scope of the curriculum offer.
	The service maximises a range of funding to provide local people with relevant training and opportunities for personal development and improved wellbeing.


	Nature of Contacts


	Work directly with clients (up to director level) and external contacts, to build effective relationships and provide specialist advice, guidance and support on issues within area of responsibility; develop and maintain joint working and promote the Council position. 

Respond to escalated and complex enquiries. 

Work directly with colleagues internal and external, other providers and external agencies to gather and exchange information and co-ordinate actions and to research external developments and best practices, identify requirements, plan, share and co-ordinate resources and develop programmes.  
Work across the council to director level and with members to ensure the programme of learning meets community need.
Consult with stakeholders to identify requirements. Communicate changes in policy and working practice to contacts.
Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.

Handle challenging customers / stakeholders, or escalated complaints which involve significant persuasion, negotiation and influencing skills.

Direct line management of team of staff. 


	Procedural Context



	Work to broad managerial direction, with scope to exercise initiative within a framework of both local and national policies and legislation. Exercise judgement in assessing complex stakeholder requirements and quality assurance of service. 

Provide support to customers, colleagues and other stakeholders through applying knowledge of systems, procedures and best practice.  

Knowledge and experience to resolve complex issues proactively; anticipate problems and deliver solutions. Contribute to policy, service and strategy development.   Undertake research to inform recommendations and decisions. 

Plan over a longer period co-ordinating and supporting others (internal or external delivery partners), to ensure the integration of needs analysis and planning to develop and deliver the service.

Accountable for proper use of information, resources, equipment and/or facilities within area of responsibility.
Use initiative to deal with complex issues and respond appropriately.

Reports to Head of Learning Delivery.


	Key Facts and Figures

	May have responsibility for financial transactions and/or equipment.

Responsibility for team budgets.

Enhanced DBS Clearance.


	Competency Level:  Manager


	Person Specification 

	Knowledge, Skills and Experience

	· Experience of delivering community learning programmes and using these to complement wider community initiatives and other learning programmes is desirable.

· Experience of a minimum of three years teaching in an adult education or training environment. 

· Experience of successful people management in an adult education or training environment.
· Experience of leading a team to achieve good or outstanding success rates and outcomes for learners.
· Experience of quality improvement and performance monitoring including effectively managing staff underperformance.
· Experience of conducting observations of teaching and learning.
· Experience of widening participation initiatives working in partnership with local stakeholders and community groups.
· Experience of actively developing equal opportunities.
· Knowledge of awarding body guidelines and funding opportunities as they apply to the FE sector.

· Knowledge of best practice within teaching, learning and assessment including using learning technologies
· Ability to plan, manage and monitor provision to meet targets and quality standards.

· Ability to motivate, support and monitor work of the lecturer team.
· Ability to innovate and implement own ideas.
· Able to meet deadlines and to work effectively under pressure.
· Ability to develop new areas of provision in response to local need.
· Good organisational, planning and administrative skills.
· Excellent communication and interpersonal skills.
· ICT skills to Level 2 – including spreadsheets.
· Ability to work flexible hours including evenings and weekends and across a range of Council and other premises.
· Commitment to the Council’s Equal Opportunities Policy and acceptance of their responsibility for its practical application.
· Awareness of the needs of adult learners from a variety of cultural backgrounds.

· Understanding of how to promote inclusive learning and widening participation objectives.
· Customer orientated.


	Indicative qualifications

	· A recognised Level 4 or above teaching qualification such as Certificate of Education, PGCE or equivalent 
· A subject specific qualification/ vocational experience in a relevant area

· Level 2 in maths and English


	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities that may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.




Can you add in to purpose contributing to wider council community initiatives and ensuring community learning investment contributes to corporate priorities and strategic objectives.

Also in the section on contacts add in working across the council to director level and with members to ensure the programme of learning meets community need.

Under experience add in significant experience of delivering community learning programmes and using these to complement wider community initiatives and other learning programmes is desirable.
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