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MidKent College




	Job Role Details
	Last Updated:       

	Department / Location:
	Curriculum/ Cross College

	Job Title:
	Head of Department

	Salary Grade / Hours
	Management spine

Salary £45K pa
	FTE: 37hrs x 52weeks 

(Remission in accordance with College Policy)

	Responsible to:
	Director, Curriculum

	Responsible for:
	Departmental staff

	Job Purpose Statement:

	Manage and motivate staff, driving high quality teaching and learning, managing performance and quality, monitor and be accountable for the delivery of individual, team, department and college KPIs and other college targets and priorities, creating and delivering effective study programme timetables, delivering optimum staff utilisation and contribute to business planning and management of department budgets as needed, in order to ensure the effective day to day delivery of high quality, fit for purpose learning programmes.

	Person Specification:

	Qualifications and Professional Memberships [State whether Essential or Desirable]

	· Teaching qualifications – QTLS/QTS status. - Essential

· Relevant professional qualification/membership, Level 3 equivalent or above - Essential

· Assessment Qualification (A1 or equivalent, or as relevant to the area) - Essential 

· Quality Assurance Qualification (V1 or equivalent, or as relevant to the area) – Essential

· Evidence of CPD - Essential

· Educated to Degree level - Desirable

	Experience and Knowledge

	Essential

· Knowledge of current developments within FE or, where applicable, HE.
· Use of data to monitor and improve performance.
· Relevant professional/industrial experience.

· Proven track record of successful staff management.

· Commitment to raising the quality of learner’s experience.                              
· Ability to work flexibly and meet deadlines under pressure.                             

· Demonstrates commitment, responsibility, initiative and innovation.                

· Maintains a good knowledge of the latest developments in curriculum.            

· Commitment to sustained high quality service delivery.                                    

· Good verbal and written communication and interpersonal skills.
Desirable

· Able to demonstrate successful leadership of a department.

· Knowledge of budget management.

	Core Competencies
	Level

	Communication

· Excellent and accurate standard of written and oral communication.
· Communicates with non-specialists and internal/external colleagues on work related issues of a specialist or technical nature (technical to non-technical). Explains the relevance of the information and avoids jargon.
· Provides step-by-step explanation, where necessary, and checks for understanding.
· Asks probing and wide ranging questions and persists until understanding is achieved.
· Gives constructive and positive feedback to colleagues in order to facilitate more effective working practices.
· Asks for constructive and specific feedback from others and acts upon it.
· Has the confidence to admit when they do not know a fact or cannot commit to an immediate view without more research.
· Understands how feelings and emotions may impact on performance and controls emotions to minimise negative impact.
Customer Focus and Service Delivery

· Provides support and shares objectives with other relevant departments/functions 

· Actively seeks customer feedback by taking the time to question and understand the real, underlying needs of customers beyond those initially expressed 

· Works closely with the customer in order to build the relationship and improve customer service 
· Continually reviews service standards 

Organising self and work
· Sets team and department objectives in line with College strategy and objectives.
· Uses an awareness of the bigger picture along with common sense to interpret and implement policy.
· States confidence in own ability and is prepared to stand by difficult or unpopular decisions

· Looks for and gets new responsibilities. Does not advance own job role or career by tarnishing the reputation of others.
· Plans medium to long-term for self and the department/area and factors in others work schedules and pressures.
· Looks to improve effectiveness and quality of service of own area via input to processes and procedures.
· Re-prioritises for effective and efficient use of time and resources.
· Identifies the quality and quantity of resources needed.
· Works with other departments to agree cross function objectives and measures.
· Revises or develops procedures and policy and contributes to their successful implementation.
· Monitors effectiveness of systems and procedures.
Working with others

· Takes the time to learn and understand about other cultures and organisations.
· Proactively shares information and learning with colleagues.
· Addresses conflicts or issues within the team in a positive and open manner.
· Provides clear feedback to team members.
· Uses understanding of different interests and agendas to achieve positive outcomes.
· Uses emotional intelligence to understand team dynamics and harmonise the team.
Problem Solving

· Looks at data and identifies, then prioritises the key issues.
· Applies own knowledge and expertise to develop new approaches.
· Makes decisions within clearly defined processes and procedures but without supervision, within the bounds of their responsibility.
· Develops alternative solutions, weighing up the options and considering the reasoning behind standard approaches.
· Devises different ways to tackle a situation.
· Generates new ideas and builds on the ideas of others.
· Questions existing approaches and methods.
Building relationships

· Is able to influence or persuade department or area stakeholders and other members of staff who are not in their team.
· Maintains and develops a range of contacts in other areas, keeping them informed.
· Makes personal commitments in order to build trust and credibility.
· Negotiates difficult agreements.
Managing and Leading

· Encourages work-life balance amongst team to maintain a healthy workforce and promote long-term effectiveness.
· Holds people accountable for their actions and performance. Allows others to take credit when deserved.
· Challenges individuals openly and constructively about performance problems, adopting a fair but firm stance.
· Gives timely and specific feedback on what has been done and where there is room for improvement or development.
· Identifies and prioritises long-term training and development needs in others, creating opportunities where possible.
· Sets a strong example through own behaviour. Encourages and acts on feedback to self.
· Constantly reviews own and departmental objectives to ensure they support the College’s long-term strategic objectives.
· Develops methods for implementing the change process. Leads change programmes at cross-College level providing support to others as necessary.
· Addresses longer term performance problems. Clearly states consequences of underperformance.
· Communicates and gains team commitment to a vision of what is to be achieved.
· Inspires and empowers others to overcome difficulties and achieve objectives. Nurtures strong team pride and identity.
· Manages and allocates resources effectively and understands the impact on College finance.
Professional Practice and Policy 
· Communicate and collaborate with colleagues and/or others, within and outside of the College, to enhance learners’ experience.
· Communicates information and feedback about learners’ to others with a legitimate interest and respects confidentiality where necessary.
· Develops innovative approaches and projects to inspire and motivate students to excel in their studies.
Teaching and learning 

· Promotes transferable skills.
· Is able to employ a range of teaching strategies to reinforce and extend learning.
· Employs effective questioning techniques that encourage higher order thinking skills.
· Uses mentoring and/or coaching to support others’ professional development, as appropriate.
· Encourages feedback, risk-taking, questioning and experimentation by establishing a non-threatening environment.
· Makes appropriate use of, and promotes the benefits of, new and emerging technologies.
· Seeks and effectively applies approaches for helping students vocational/academic, emotional and social development.
Planning and Learning 

· Providing opportunities for learners to step outside their ‘comfort zone’ and experiment with new or different approaches.
· Knowing how you will support the students in their quest for higher knowledge and skills.
· Anticipating additional resources or support that may be required by an individual, group or class.
· Anticipating the unexpected.
Assessment and Observation
· Collaborates with others to promote equity and consistency in assessment processes.
· Uses appropriate forms of assessment and evaluates their effectiveness in producing information useful to the teacher/learner.
· Devises, selects, uses and appraises assessment tools, including where appropriate, those which exploit new and emerging technologies.
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	Main Responsibilities and Duties:

	The following is an indication of the type and level of the main priorities expected of this role as directed by the Vice Principal or Director and is not intended to be a comprehensive list of duties or tasks:
1. Prepare, develop and implement teaching and learning delivery plans for the designated cross college theme(s), in accordance with the strategic plan set by the Director and Vice Principal, assessing immediate and short term needs, ensuring that all such plans remain robust and fit for purpose in accordance with faculty and college requirements.
2. Deliver, develop and maintain effective timetables for all relevant study programmes across the college, taking account of physical resources i.e. accommodation, relevant specialist facilities etc., ensuring the optimum use of human resources, balancing skills and experience and allocating classes to match the available amount of contact hours. On a day to day basis, this will include ensuring that all classes are covered in the event of planned or unexpected staff absences. 
3. Monitor, on a daily/weekly basis, all College, team and individual KPIs set by the Director and Vice Principal, in particular, monitoring learner attendance, retention, achievement and  progress against student starting points, ensuring the development and implementation of appropriate interventions and procedures, in order to ensure that all such targets are achieved, if not exceeded, where possible.
4. Manage, motivate and lead curriculum staff, setting standards and disseminating KPIs, managing performance via learning walks and dip sampling of lesson plans, schedules of work etc., and monitoring individual progress against targets and KPIs, acting as a role model and providing advice, guidance, development and support as needed. 
5. Manage and be accountable for the quality of teaching and learning across the department, establishing, setting and driving quality improvements, promoting and implementing innovative and best practice techniques, managing performance and setting targets for the continued and sustained improvement of quality in these areas covering short to medium term activity and targets for the department.
6. Contribute to the business planning process for the designated department, taking account of the Director’s guidance and college priorities, providing data and ideas, options and potential solutions based on the knowledge of study programmes, student retention and achievement and their impact on both human, financial and physical resources, assisting with the production of any consultation papers that may be required in the case of staff reductions.  This may also include contributing to the setting and monitoring of budgets as required. 
7. Manage all designated staff, taking responsibility for allocation of duties, performance, discipline, absence management, appraisal, time keeping, approval of annual leave etc., and the cost effective use of overtime, allocation of additional contact hours and time off in lieu for staff, ensuing full compliance with relevant college policies and procedures at all times. This will include participating in recruitment and selection of staff as required.
8. Inspire and motivate students through outstanding teaching and learning that stretches and challenges students to be the best they can be. Teachers at the college should be passionate about their area of teaching and be enthusiastic about developing their students English, Maths and other employability skills. All this will be underpinned by regular target setting and progress monitoring to ensure that all students reach successful outcomes. 

	All staff are required to:

	· Travel between sites, as and when required, in accordance with their job role. 
· Comply with and understand all aspects of legislation and College policies and processes relating to safeguarding including promoting the welfare of children, young people and vulnerable adults. 
· Comply with, understand and promote statutory and College best practice in Health & Safety at a level relevant to the role and responsibilities held by the post holder.
· Actively take responsibility for their personal learning and development, (informal and formal) reviewing and reflecting on their performance within their current role. 

· Promote, adhere to, understand and put into practice all College policies and procedures. 

· Positively support equality of opportunity and equity of treatment to colleagues and students, in accordance with the MidKent College Equal Opportunities Policy.

· Attend and complete all mandatory training sessions or on-line computer based training packages as required by the college.

· During the course of your duties, you may acquire or have access to confidential information which should not be disclosed to any other person unless in pursuit of your duties or with specific permission given on behalf of the College.

· Undertake any other duties consistent with the key responsibilities and/or duties of this role, as directed by your Manager.



	To be signed by the post holder:

	Signature:      
Date: 


