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Job Title:


Distance Learning Manager
Location:
         

Middlesbrough
 

Responsible to:    
Associate Director of Business and Education 
Key Strategic Objectives 

· To line manage a team who will be supporting all operational aspects of the delivery of distance learning, from enrolment through to achievement.
· To lead on and be responsible for all quality assurance procedures within the Distance Learning department.
· To work with Faculty management team colleagues to ensure the highest levels of quality and ultimate customer satisfaction.

· To be the College data owner for the department, responsible to the Data Protection Officer ensuring compliance with the College’s Data Protection Policy while providing accurate and timely data on request.
· To lead on and contribute to curriculum design and development to broaden the distance learning offer.
· To be responsible for meeting set recruitment targets and for leading recruitment campaigns in collaboration with the Marketing team.
· To be actively involved in the attainment of objectives contained within the Organisation’s Development Plan. 

· To commit to the College’s Child Protection Policy and promote a safe environment for children, young people and vulnerable adults within the College.
Specifically the post holder's responsibilities will be as follows:

Accountabilities:

1. To ensure that high quality performance and outcomes are delivered and maintained at all times.
2. To lead the communication processes with Awarding Bodies to ensure efficient and effective relationships and accurate and timely flow of information.
3. To lead and support the processes associated with Internal and External Verification/Moderation.

4. To be accountable for accurate data returns.
5. To maintain and provide management information showing progress against recruitment, income and achievement targets.
6. To co-ordinate and monitor the Directorate Self-Assessment, Improvement and Development Plans to provide evidence of continual improvement.

7. To work with the Marketing team to ensure student recruitment targets are met.
8. To continue to develop and expand the curriculum, where appropriate, to ensure a high quality curriculum offer is provided.

9. To ensure that Assessor caseloads are appropriate and that each student receives good quality and timely feedback on their work.

10. To actively show a commitment to the organisation’s Quality Frameworks and Health & Safety Procedures.
11. To lead the processes associated with Learner Voice, Inclusion, Equality and Diversity, ensuring the highest level of awareness and responsiveness.
12. To actively participate in Continuous Professional Development including the introduction of new technologies. 
13. To attend and contribute to course team and cross college meetings where appropriate. 

14. To deputise for the Associate Director in their absence.

15. To carry out such other appropriate duties commensurate with your skills, knowledge and experience.

16. The business may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College.

Signed:  __________________________________ Date:  ________________________
	Person Specification
	


	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT

	1. Skills and Abilities


	Essential
	1.1
	Excellent organisational and time management skills

	Application/Interview

	
	1.2
	Ability to lead and motivate staff through periods of change

	

	
	1.3
	High level of IT competency

	

	
	1.4
	Report writing skills

	

	
	1.5
	Accuracy and attention to detail of data

	

	
	1.6
	Proven ability to manage with clarity and purpose

	

	
	1.7
	Ability to collaborate effectively with other agencies, both internal and external

	

	2. Qualifications and Training


	
	2.1
	Level 4 qualification or above in a relevant subject


	

	
	2.2
	Grade C or above in Maths and English (or equivalent)

	

	
	2.3
	Proven CPD

	

	
	2.4
	A commitment to undertake any mandatory training relevant to the role

	

	Desirable
	2.5
	Management qualification

	

	
	2.6
	Degree or equivalent qualification

	


	CATEGORY
	REF
	CRITERIA DESCRIPTION
	METHOD OF ASSESSMENT

	3. Attitude/Disposition


	Essential
	3.1
	Vision, creativity and optimism

	Application/Interview/

References

	
	3.2
	Commitment to excellence

	

	
	3.3
	To commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults within the College

	

	4. Knowledge


	Essential
	4.1
	Knowledge of current issues facing the sector

	Application/Interview

	5. Experience


	Essential
	5.1
	Experience of coordinating/managing distance learning or online learning provision


	Application/Interview

	
	5.2
	Experience of curriculum development


	

	
	5.3
	Proven track record of innovation

	

	Desirable
	5.4
	Experience of financial management

	

	
	5.5
	Experience of managing a team

	


Contract Arrangements

Managers will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Full-time, Permanent

	

	2.
	Working week
	35 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days

· 15 years’ service 30 days.

	

	4.
	Period of Notice
	Three months.

	

	5.

6.

7.
	Salary 

Life Assurance

Healthcare


	£30,000 per annum.

Non-contributory Life Assurance Scheme.  

Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, with the potential to increase this to a matched contribution of 3% of pensionable salary.  

	

	9.


	Sickness


	The Corporation’s Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.


	Probationary Period
	12 months.

	11.
	Disclosure & Barring Service Check
	From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40.



Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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