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JOB DESCRIPTION

POSITION:
Programme Director


22.5 hours over 3 days per week 

SALARY:
£30,992 - £35,729 pa (pro-rata £18,846- £21,727 pa)
RESPONSIBLE TO:
Chief Executive 

Duties and responsibilities as Programme Director:

Responsible for 

1. Co-ordinating, planning, developing and implementing of Patoss professional services

2. Leading and co-ordinating the development and implementation of Continuing Professional Development for Patoss members and SpLD practitioners 

3. Assisting in co-ordinating and providing professional advice in response to enquiries received from practitioners, educational institutions, Government departments and agencies and other organisations and individuals as appropriate

4. Being well-informed about Patoss in general, relevant government proposals, regulations, research and good practice; evaluating the implications for the education sector and recommending appropriate action

5. Assisting the Chief Executive in meeting the strategic goals of the company 

6. Managing the administrative support team of Patoss and work collaboratively with other key professional roles in the organisation to ensure efficient and effective services are provided to members.

7. Carrying out any other duties as may be reasonably requested by the Chief Executive of Patoss.
Functions of a Programme Director:

1. Marshalling limited resources as set out by the Chief Executive and the board of directors to the most productive uses with the aim of creating maximum value for the company's stakeholders 

2. Assisting in developing and cascading the organisation’s strategy to the administrative staff, and implementing appropriate rewards/recognition and coaching/corrective practices to align personnel with company goals

3. Planning by prioritising customer, employee and organisational requirements. 

Generic Criteria – essential to role 


· Possesses well-developed interpersonal skills, a caring and professional manner and can communicate effectively and appropriately with people from a wide range of backgrounds

· Cares and demonstrates a commitment to the success of learners within a safe and positive learning environment

· Demonstrates a commitment to support a customer focussed approach 

· Works collaboratively across boundaries in partnership with colleagues to enhance the experience of all those individuals and organisations who use the services of Patoss 

· Demonstrates commitment to equality of opportunity and the ability to challenge behaviours which do not positively advance the diversity agenda.

Job Specific Criteria – essential to job 

· Holds appropriate teaching/professional qualifications and experience

· Experience in a programme manager/curriculum leader or similar position within the education sector

· Experience of contributing to education sector quality and learning innovation initiatives

· Experience of, and ability to manage financial, human and physical resources

· Experience of, and ability to manage a team and inspire others to achieve

· Experience of developing and/or co-ordinating programmes of learning and development for the education sector

· Experience of, and ability to, manage change positively and successfully

· Ability to promote the achievements and opportunities of the company to relevant stakeholders and communities outside the organisation.
PERSON SPECIFICATION

a) Knowledge and Qualifications Required

1. Experience of project management, including project director-level decision making

2. First degree or equivalent

3. SpLD specialist teaching and assessment qualification

4. Current SpLD Assessment Practising Certificate

5. Experience and appreciation of working in education

6. Knowledge of school, FE, HE & training contexts

7. An awareness of SpLD related issues and general knowledge of the framework of education at all levels.
b) Skills and Competencies Needed

1. Excellent management skills, including budget and line management skills in a project setting  

2. Good prioritising skills and ability to work to deadlines whilst maintaining high standards  

3. Excellent presentation and interpersonal skills and the ability to communicate effectively with a wide range of people at different levels, internally and externally, in individual and group settings

4. Ability to represent the company in a variety of contexts relevant to SpLD/Dyslexia and raising awareness of progression and professional development  

5. Ability to handle a multi-task workload and see projects through to completion  

6. Excellent team working skills  

7. Willingness to travel and when necessary, work outside normal office hours  

8. Excellent writing, administrative and IT skills.  

CONDITIONS OF SERVICE

The person appointed to this post will serve under Conditions of Service applicable to Patoss Staff.  Comprehensive details of Conditions of Service will be provided to the successful applicant upon appointment.  As a guideline the post holder will be expected to 

· Be based at Patoss Office located at South Worcestershire College

· Work for 22 ½  hours per week

· Be entitled to 24 pro-rata working days leave plus 12 bank holidays and additional days, rising to 29 working days plus 12 additional days after 5 years. Holidays are taken by arrangement with the Chief Executive of Patoss

· The appointment will be subject to a satisfactory medical report and police clearance. Patoss has an equal opportunities policy and a no smoking policy.

· Patoss complies with the Criminal Records Bureau Code of Practice. The successful candidate will be required to apply for an Enhanced Disclosure which is an impartial and confidential document that details an individual’s criminal record, and where appropriate, details of those who are banned from working with children. It helps employers make informal recruitment decisions and so protect the vulnerable members of society


Applicants should be reassured that Disclosure information will not be used unfairly. Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your record

A copy of the company’s Code of Practice is available on request from the Company Secretary. 

APPLICATION PROCEDURE

Completed application forms should be returned to Mrs Ruth Shearn, Company Secretary, Patoss % South Worcestershire College, Davies Road, Evesham, Worcestershire, WR11 1LP, by 10th February 2012.


**  PLEASE NOTE **





Candidates who do not receive an invitation to interview within four weeks of the full advertisement being placed are asked to assume that they will not be called.  Full consideration is made to unsuccessful candidates.  If you require confirmation of receipt of your application form, please enclose a stamped addressed envelope.
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