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Job Description

	For HRU use only
	Ref: DBS3813


	Directorate
	HECS

	Section/Location
	School Improvement Service/ High Borrans Outdoor Education Centre

	Post Title
	Deputy Head of Centre

	Permanent/Temp
	Permanent

	Grade
	 ATP & C Grade 9 

	Responsible to
	Operations Manager ( Head of Centre)High Borrans OEC

	Responsible for
	Supporting and deputising the Head of Centre in the short, medium and long term management of High Borrans OEC.

	Job Purpose

	To support and deputise for the Head of Centre in the leadership and management of the centre. This includes line management of the educational team and supporting with facilities, resources, finance, educational programmes and bookings. To contribute extensively to the delivery of programmes.


	Job Content

	· Supporting the Head of Centre with respect to their leadership and management responsibilities.  Assist with the development and maintenance of the business plans.

· Deputising for the Head of Centre when necessary, particularly on an operational level and including on call support to visiting groups and Centre staff.

· To act as Technical Advisor for areas of expertise, to North Tyneside Local Authority and within High Borrans OEC, and support the management of safety systems and procedures. 

· To liaise with education establishments in order to strengthen links already in situ and assist in developing links with outside bodies.  To support with bookings procedures and customer liaison.

· To be responsible for the line management of the Education Team including performance management, support and supervision, training and monitoring (includes Centre staff, freelance staff, work experience students and volunteers).

· Co-ordinate the development and maintenance of education resources, equipment and facilities, including delegated budgets.

· Co-ordinate and contribute to the planning, reviewing and developing of educational programmes at the Centre, including national and North Tyneside Authority initiatives.

· To teach lead and facilitate the range of educational activities offered at the Centre and within North Tyneside.

· To offer pastoral care to visitors and support visiting group leaders with this responsibility.

· Manage agreed  areas of educational responsibility

· To support the domestic provision at the Centre, with an overview of the Centre’s residential service.

· Contribute to a friendly welcoming and relaxing atmosphere at the Centre.

· Contribute to Centre environmental policy.
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	Job Content (continued)

	

	Performance Standards

	These are agreed annually via the council’s Annual Review Process and supported through regular support and supervision meetings.

The successful applicant will be able to:

· Manage the Line manage the educational team effectively. This includes rota writing.

· Write, deliver and develop a wide range of Outdoor Education programmes that receive good reviews from happy customers. This will develop the quality of our provision.
· Contribute to the Centre development plan which aims to ensure the provision of long term quality and sustainable Outdoor Education for the people of North Tyneside through the Centre and its services.
· Have the ability to converse at ease with members of the public and provide advice in accurate spoken and written English .
· Have a suitable range of IT skills.

· Effectively manage agreed areas of responsibility.
· Exemplify as a role model high professional standards.


	Working conditions

	· Good working conditions – pleasant, friendly and comfortable working environment in a beautiful setting. 

· Will be required to work in a very flexible way – actual working days will be by arrangement with the Head of Centre. 

· Weekend work (up to 12 per year) and some out of hours work will be required for which lieu time will be given.

· Key holder for the Centre

The above is a broad statement of the character of the post.  It is not an exhaustive list or detailed account of the duties and responsibilities of the post but aims to give a general appreciation of the post.
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