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	SERVICE:


	CHILDREN AND YOUNG PEOPLE’S SERVICE  

	SERVICE GROUPING:


	PROGRESSION AND LEARNING
Structure Number 11




JOB DESCRIPTION

	1. 


	POST TITLE:
	IQA Quality Officer

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:



	8
   

	4. 
	LOCATION:
	Your normal base will be at the Civic Centre, Crook. However, you may be required to work at any council workplace within County Durham.




Job Evaluation Ref No:
  N9497
5. RELEVANT TO THIS POST:

This post is funded until March 2019 through the Flexible Learning Fund
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
           Disclosure & Barring Service:
Subject to DBS Enhanced disclosure
  

6. ORGANISATIONAL RELATIONSHIPS:
The post holder will be accountable to the Quality Co-ordinator, Adult Learning & Skills Service.
It will be essential for the post holder to work with other services and providers, colleagues from Adult Learning and Skills Service, public bodies, external organisations, auditors and inspectors. The post holder will provide an advisory role in quality of teaching, learning and assessment for directly employed lecturers and sub-contracted providers.  

7.
DESCRIPTION OF ROLE: 
Durham Learn is a Flexible Learning funded programme, which seeks to help adult’s aged 19+ gain qualifications that will facilitate their progression at work. The project’s blended learning approach will enable learners to undertake learning at times when it is convenient to them, by providing mobile/ tablet friendly modular content published on a new Virtual Learning Environment (VLE). This will address barriers faced by the learners that have previously excluded them from gaining these qualifications.
The post holder will support the continuous improvement of the quality and performance of the Adult Learning & Skills Service and enable the service to meet the rigorous standards demanded by Funding Agencies and Ofsted.  
The post holder will support in the implementation of policy, procedures and documents and support the delivery of high quality blended learning courses. 

· To support the service in the pursuit of continual improvement towards Grade 1 ‘Outstanding’ provision, as defined by the Ofsted Common Inspection Framework for Learning and Skills.

· To support the Designated Safeguarding Lead in taking responsibility for safeguarding learners under 18 and vulnerable adults.  

8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:
· Support the development of policy and strategies to ensure the quality of learning, teaching and assessment, across the service and provide quality improvement advice and support to the service’s subcontractors.  

· To support the ‘Nominee’ and ‘Link Managers’ during Inspection and to support the Service’s preparations for an Ofsted inspection 

· Support the monitoring of the Quality Improvement & Development Plan (QIP) and lead on identified actions in the plan to ensure continual improvement of teaching and learning & assessment.

· Utilise the management information system (MIS) to monitor the quality and performance of internal and external delivery.

· Develop quality improvement processes that are of a good standard and lead to improvement. 

· Undertake observations of teaching, learning and assessment (OTLA) on internal and sub-contracted delivery, make assessment judgements, compile detailed OTL reports and provide feedback and action plans for tutors and providers to support the continual improvement of teaching, learning and assessment.

· To support the preparation of documents on quality, teaching, learning and assessment (QTLA) for the service. 

· To provide training and support on learner and quality policies for the service. To investigate changes in the sector and make recommendations for additional policies or changes to existing policies. 

· To contribute to the systems for recording observation grades and sub grades and undertake frequent analysis and reporting of performance. 

· To provide direct coaching, mentoring and other support for staff that require it, ensuring that the impact is to support new staff, remove inadequate and unsatisfactory teaching from the service, and ensure more teachers move to being outstanding practitioners. 

· Co-ordinate a programme of peer mentoring, visits and e-resources for staff on outstanding practitioners. To identify and share good practice in teaching and learning in creative and innovative ways. 

· Carry out no-notice learning walk through and quality visits to sites and provide action plans for improvement and manage progress against the plan. Share best practice. 

· Carry out testing and moderating of the quality of completion of apprenticeship and non-apprenticeship learner records. Provide action plans for improvement and manage progress against the plan. Share best practice.
· Co-ordination of learner involvement; capture and analysis of learner views via surveys focus groups etc.; feedback to learners

· Quality assurance and improvement of Information, Advice and Guidance (IAG) embedded into Service delivery

· Proactively contribute to and maintain the central resource of relevant teaching and learning resources including good practice guides, standardised schemes of work and lesson plans, activity based risk assessments and other materials as appropriate. Promote to and share with staff. 

· As required, to conduct quality visits to partnership and sub-contracted provision, ensuring standards are met by contractors. 

· Prepare and deliver sessions within the staff training programmes which specifically tackle under-performance in QTLA. 

· To contribute to the service self-assessment process and quality improvement plan for the Service 
· To support Service compliance with and preparation for external audits including Skills Funding Agency PFA audit.

· Support the monitoring and review of the Service’s Quality Improvement plan to ensure that actions identified in the plan are on target to support continuous quality improvement. 
· Utilise the management information system (MIS) to monitor the quality and performance of internal and external delivery.
· Support the service with promotional events and enrolment processes and work with Programme Leads with regard to celebration of staff and learner success events.   
· To ensure the maintenance of safe working practices and environments for all staff and learners in accordance with the policies of Durham County Council and relevant legislation. 

· To be committed to safeguarding and promoting the welfare of children, young people and vulnerable adults 

· To be committed to equal opportunities and to comply with the County Council’s diversity and equality policies. 

· To be committed to professional self-development making full use of training and development opportunities identified through appraisal 
· To support the DSL to ensure the setting is meeting its legal and statutory requirements including the Prevent Duty

· To undertake Prevent training and supporting the DSL on referring cases to the Channel programme where there is a radicalisation concern as required

· To support staff who make referrals to the Channel programme

· To provide safeguarding induction for new staff, learners and volunteers 

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Head of Service.

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity

As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.


These policies apply to all employees of Durham County Council.

9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.
All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification Quality Officer 
	
	Essential
	Desirable
	Method of Assessment

	Qualification(s)
	· Teaching qualification (Level 5 or IfL approved e.g PGCE, Cert Ed, B’Ed) 

· Current assessor award (D32/D33 or A1) 

· Current internal verifier award (D34 or V1) 
	· Degree or equivalent 

· Coaching/Mentoring training and/or qualification 

· Approved IAG qualification (L3)
	· Application form

· Selection Process

· Pre-employment checks

	Experience
	· Good knowledge and experience of the Ofsted Inspection process for the Learning and Skills sector 

· Good knowledge and experience of developing and managing self-assessment and quality improvement policy and processes in the Learning and Skills sector 

· Significant recent experience gained in an adult learning/further education provider, which includes Community Learning programs 

· Detailed working knowledge of quality standards used in the Learning and Skills sector (e.g. the ‘matrix’ standard for adult IAG services) 

· Proven ability to work with a wide range of stakeholders including partner organisations, community groups, senior managers elected members and funding agencies 

· Demonstrate an ability to deliver to deadlines, manage stress and resolve conflict 

	
	· Application form

· Selection Process

· Pre-employment checks

	Skills/knowledge
	· Knowledge of the national drivers and challenges for adult community learning

· Outstanding teaching practitioner 

· Able to coach and mentor staff to improve quality of teaching and learning. 

· Excellent interpersonal and communication skills  Planning and organisational skills 

· Ability to work to deadlines and exact standards with a strong focus on completing and finishing 

· Ability to work unsupervised 

· Ability to work accurately and effectively under pressure 


	
	· Application form

· Selection Process

· Pre-employment checks

	Personal Qualities
	· Excellent interpersonal and communication skills 

· Planning and organisational skills 

· Help create a positive work culture in which diverse, individual contributions and perspectives are valued 

· Proactive and achievement orientated 

· Thinking through issues systematically, using the evidence available and applying sound judgement to make decisions

· Convincing others, communicating with impact, and skilfully influencing to build support for change


	
	· Application form

· Selection Process

· Pre-employment checks

	Other
	· Committed to Equal opportunities 

· Committed to Health and Safety 

· Access to a car or means of mobility support (if driving then must have a current valid driving licence and appropriate insurance).
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