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Job Description 

Faculty Leader: Skills 
Numeracy Lead

Department:

English, Mathematics & Skills 
Location: 
Cross campus 
Reports to:

WBQ & Skills Manager  

Job Purpose:
To support staff in the delivery and quality improvement/assurance of the Advanced Skills Baccalaureate, Skills for Employment and be the lead in supporting staff in raising learner’s numeracy standards through their teaching, learning and assessment 

Job Specific Accountabilities:
Teaching and Learning  
1. Provide teaching staff with an induction to Advanced Skills Baccalaureate and Skills for Employment;

2. Develop schemes of learning for each challenge and Skills for Employment qualification; 

3. Develop teaching and learning resources that are bespoke in each faculty; 

4. Develop CANVAS as a teaching tool for staff within each faculty;

5. Develop teaching and learning modules on delivering excellence in teaching and learning for the Advanced Skills Baccalaureate and Skills for Employment qualification; 

6. Develop and deliver professional development for the Advanced Skills Baccalaureate and Skills for Employment to staff to raise standards of teaching and learning in WBQ and Skills for Employment;

7. Support staff by up skilling them in assessment for literacy, numeracy and digital literacy;

8. Provide coaching and team-teaching opportunities in the delivery of Advanced Skills Baccalaureate and the Skills for Employment qualification;

9. To have a teaching commitment in delivery the Advanced Skills Baccalaureate and/or Skills for Employment qualification to ensure they “lead by example” and share best practice across their faculty; 
Skills Development  

10. Support teachers in embedding numeracy skills into their schemes of learning and teaching practices;  
11. Develop and deliver bespoke training packages for staff to support raising the numeracy standards of their learners; 
12. Work with teaching staff to ensure they understand how to set, agree and review numeracy targets for their learners;
13. Support teachers in assessing numeracy skills of their learners through vocational programmes;
14. Implement and monitor the newly established numeracy marking guide
WEST
15. Lead, monitor, and support the completion of WEST within the faculty, liaising with relevant Heads of School and teaching teams to ensure KPIs for completion are met
16. Deliver training on the use of WEST and the benefits to learners and teaching teams;
Quality Improvement and Assurance    

17. To meet agreed KPIs for the academic year and monitor the faculty performance throughout the year and report any concerns to the WBQ & Skills Manager;

18. Ensure all learners are registered for both Advanced Skills Baccalaureate and Skills for Employment qualifications by agreed deadlines;

19. To support the faculty in self-assessment for Advanced Skills Baccalaureate and the Skills for Employment qualification and complete CRE 4 Review and Evaluation, along with a quality development action plan for key improvements;  
20. To lead the quality cycle and ensure all key dates are met by teaching staff within the faculty; 
21. To monitor and track learner performance within the faculty, including identifying/resolving any concerns with the relevant Head of School; 

22. Identify areas of good practice within the faculty and share across the faculties to ensure consistency;
23. Identify areas for development and work with Heads of School and teaching staff to ensure improvements are a key focus for the academic year;
24. To take a lead for a specific Skills Project to ensure consistency in improving standards in teaching and learning across the college;  
25. To take a lead for either Literacy/Numeracy/Digital Literacy to ensure areas of concerns in moderation reports are addressed across the faculties. This will be dependent on the post holder specialist area and experience;
26. Lead the IQA/moderation processes within the faculty to ensure awarding body standards are met;

Learner Experience 

27. To undertake learner walks to support Heads of School evaluate teaching and learning of the Advanced Skills Baccalaureate and Skills for Employment and provide support where appropriate;  
28. Conduct learner focus groups to gather feedback on the Advanced Skills Baccalaureate and Skills for Employment qualification;

29. To raise awareness of the enrichment opportunities for learners within your faculty that will enhance their learning with the Advanced Skills Baccalaureate and Skills for Employment provision;

30. To implement plans to ensure the effective collaboration between the teaching teams and Entrepreneurship and Employment Team to foster a culture of entrepreneurship, enrichment, and employability. 

Administration 

26 To stay up to date with changes to awarding organisation and regulatory body compliance to ensure the College’s policies and procedures for skills development qualifications are fit for purpose;

27 To work with the Examinations Co-ordinator to ensure all deadlines are met and the examination process is coordinated and provides an excellent customer service to teaching staff and learners;
1. As a term of your employment you may be required to undertake such other duties as may reasonably be required of you commensurate with your grade/level in the college.

2. This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.

3. This description is not intended to establish a total definition of the job, but an outline of the duties.

4. All staff are required to make themselves aware of the Financial Regulations. Finance Business Partners can make them available.

Person Specification
	Criteria
	Essential
	Desirable
	Assessed by
AF – Application form

I = Interview 

	Qualifications & Specialist qualifications

	Good honours degree that is relevant to the post 
	symbol 252 \f "Wingdings" \s 10
	
	AF

	PGCE/Cert. Ed
	symbol 252 \f "Wingdings" \s 10
	
	AF

	Assessor and IQA qualifications or willing to work towards within 2 years of appointment. 
	symbol 252 \f "Wingdings" \s 10
	
	AF

	Knowledge

	Significant and up to date teaching experience of WBQ Skills Challenge Certificate Level 3
	symbol 252 \f "Wingdings" \s 10
	
	AF

	An outstanding teacher with proven excellent outcomes in WBQ Skills Challenges at Level 3
	symbol 252 \f "Wingdings" \s 10
	
	AF

	An understanding, knowledge and awareness of the importance of raising learner’s numeracy standards through teaching, learning and assessment 
	symbol 252 \f "Wingdings" \s 10
	
	AF / I 

	Experience of managing external moderations
	symbol 252 \f "Wingdings" \s 10
	
	AF / I

	Sound knowledge and experience of key quality assurance processes 
	symbol 252 \f "Wingdings" \s 10
	
	AF/I

	Proven ability to deliver continual quality improvement and to deliver excellence 
	symbol 252 \f "Wingdings" \s 10
	
	AF/ I 

	Good understanding and knowledge of WEST
	
	symbol 252 \f "Wingdings" \s 10
	I

	Good understanding of what a good tutorial looks like
	
	symbol 252 \f "Wingdings" \s 10
	I

	Skills & Attributes

	Ability to lead others with confidence, while developing/maintaining a strong team ethos and a “can do” positive attitude
	symbol 252 \f "Wingdings" \s 10
	
	I

	Good analytical skills and ability to monitor statistics, in year, and identify areas for improvement
	symbol 252 \f "Wingdings" \s 10
	
	I

	Ability to develop and implement operational plans
	symbol 252 \f "Wingdings" \s 10
	
	I

	Able to communicate effectively with a team, and to build productive and constructive relationships
	symbol 252 \f "Wingdings" \s 10
	
	I

	Excellent planning, organisation and administrative skills
	symbol 252 \f "Wingdings" \s 10
	
	I

	Able to prioritise tasks, and manage own time effectively
	symbol 252 \f "Wingdings" \s 10
	
	 I

	Commitment to CPD, and to the development of others
	symbol 252 \f "Wingdings" \s 10
	
	AF/I

	Excellent written and oral communication skills
	symbol 252 \f "Wingdings" \s 10
	
	AF/ I

	Good problem-solving skills and can use own initiative 
	symbol 252 \f "Wingdings" \s 10
	
	I

	Experience of influencing managers to inspire change through regular and robust review of performance
	symbol 252 \f "Wingdings" \s 10
	
	I 

	Excellent digital and IT skills to level 2 standard
	symbol 252 \f "Wingdings" \s 10
	
	AF/I

	Additional Requirements

	Able to travel as required to fulfil the requirements of the role
	symbol 252 \f "Wingdings" \s 10
	
	AF

	Be able to work evenings and to comply with changing timetable requirements
	symbol 252 \f "Wingdings" \s 10
	
	I

	Willingness to work on any Coleg Gwent campuses


	symbol 252 \f "Wingdings" \s 10
	
	AF/ I


