	Job Description

	Trinity Academy

Newcastle

	Post Title:
	Programme Lead (Learning Hub)                      AA2321
                    

	Evaluation:
	525 Points
	Grade:  N8

	Responsible to:
	Assistant head of Post 16 Provision

	Responsible for:
	

	Job Purpose:
	To provide co-ordination for recruitment, initial assessment, pastoral support and oversight of delivery of maths, English and other subjects to learners on pre and post 16 programmes.  As well as managing the programme, the post holder will also be involved in the delivery of learning.  As programme areas are being developed the post holder will be expected to become involved in delivering them.


Main Duties:
The following is typical of the duties the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.

1
To manage and co-ordinate all activities within the programme, including the planning and development of curriculum and the delivery of essential skills learning (including embedding within vocational learning). 

2
To set up, deliver and co-ordinate learning programmes.  This will involve setting up learning opportunities internally or externally, contributing to initial assessment and induction, programme planning and review, programme delivery (particularly around the curriculum area of employability skills), pastoral support, regular communication and planning with other stakeholders and aftercare.

3
To contribute to the quality assurance of teaching and learning, including conducting observations.

4
To line manage any staff employed to deliver learning within the programme.

5
To conduct home visits where necessary adhering to the Academy’s Home Visits Policy.

6
To work with and support the vocational learning providers to ensure that learners receive a consistent, quality service that meets their assessed needs.

7
To ensure that all learners are able to achieve accredited outcomes that meet their assessed needs.

8
To contribute to the improved achievement of key organisational targets, including assessment targets and progression rate within maths and English. 
9
To contribute (as required) to the organisational self-assessment and any strategic/operational plans.

10
To identify resources required for the delivery of learning within the programme.

11
To ensure the general safety and physical wellbeing of young people on programme by complying with all fire, health and safety regulations and procedures.

12
To assist with learner recruitment and selection, (in accordance with Trinity Academy’s quality procedures) to ensure that learners appointed meet the eligibility criteria.

13
To prepare and maintain appropriate records, statistics and files to meet all contract/funding requirements.

14
To liaise with managers, supervisors and employers to ensure agreed programmes are being delivered and that problems with learners are dealt with quickly and efficiently.

15
To take part in the activities of Trinity Academy as required.
16
To be aware and adhere to all guidelines that may impact on any activities or work undertaken.

17
To attend training courses appropriate to the post in order to enhance personal and professional development, as well as to increase the quality of the service delivered by the agency.

18
To agree work objectives and strategies with the appropriate persons.

19
To promote and implement the Equality Policy in all aspects of employment and service delivery.
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