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JOB DESCRIPTION
	JOB TITLE:

         Quality Assurance Leader
Sector/Section:

Quality 
Grade:


MSZT 750-753
Directly responsible to:
Head of Quality


	




	This post is suited to a highly motivated, professional practitioner with proven experience and positive impact when supporting staff involved in teaching, training and facilitation.






	Place of Work

The principle place of work for this post will be the Corporation’s premises at the Deane Road Campus. However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provide services or at other locations, mainly in the Bolton area when required e.g. schools to promote the course.   As part of their duties, the post holder may be required to travel either within the United Kingdom or outside of it.  Such travel may include attendance at conferences or seminars for the purposes of maintaining and updating their professional skills and the supervision of students on visits and work placements.

Working Hours

The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities with a minimum of 22.2 hours per week

The post holder may from time to time be required to work on a Saturday or Sunday, in which case time off in lieu will be given during the normal working week.  The post will require some evening work to support student performance and may require Saturday working.

Training

The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post holder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

All support staff will be required to participate in an annual staff development review.
Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be on a probationary period, during which the suitability of the post holder will be assessed.  The Corporation reserves the right to extend the probationary period if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving one month’s written notice.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

Appraisal

The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.  

In the interests of health and safety, smoking is not permitted in Bolton College.




	Job Description Prepared By: Assistant Principal Curriculum and Quality
Date 10/07/2023


MAIN RESPONSIBILITES AND DUTIES TO THE POST:





Design, coordinate and monitor quality assurance processes with direction from the Head of Quality.





To co-ordinate lead internal verifiers to ensure internal assessment and verification meets and exceeds both College and Awarding Organisation standards. To manage department action plans and prepare reports for the sharing of good practice via the analysis of EQA/ SV reports. Under the direction of the Head of Quality, to manage the co-ordination of moderator visits, being the point of contact for curriculum managers and their teams.





To monitor revisions to awarding body quality and regulation requirements and recommend revisions to College policies, procedures and maintain a central record of all External Examiner, ensuring quality is robust and action plans are implemented.





Work closely with Exams/MIS Team to ensure all internal and external assessments are uploaded in a timely manner.





To sample operational activity through ‘deep dive’ activities to ensure quality assurance activity leads to improvement. Carry out audits of digital learner journey systems to ensure compliance and the implementation of high-quality smart targets and action plan to support improvement. ‘Deep dives’ include working alongside the ILT Manager and directing the Digital Lead Practitioners to quality assure and work towards continued excellence within the virtual learning environment.





To conduct audits and risk reviews of areas of work as commissioned by the Assistant Principal Curriculum and Quality. Effectively use data and sampling to prepare reports to inform performance meetings, boards and committees.





Work alongside the Head of Quality and with the Training and Organisational Development Manager to plan and deliver CPD training sessions to meet the needs of cross college curriculum teams. Design and deliver creative teaching, learning and assessment staff development. Assess the effectiveness and impact of training for teaching, learning and assessment with a strong focus on student outcomes.





Ensure quality and compliance standards are maintained to the highest standard in line with Ofsted/QAA /IFATE, awarding bodies and other funding organisations. Support the Head of Quality and Assistant Principals in preparing for inspections from regulatory bodies such as Ofsted and OfS. To provide support in preparation for, during and immediately following external inspection.





To champion, further develop and implement strategies to capture and support the progress of all students on their knowledge, skills and behaviours to enhance student employability, engagement and cultural capital.





Under the direction of the Head of Quality, support and actively participate in the College’s observation of teaching, learning and assessment processes.





To assist in the development of policies, systems, handbooks and projects to support the excellence in all provision.








Attendance at external meetings, curriculum planning activities and staff training and briefing events.





Promote and market the College positively and professionally at all times through formal and informal locations.





The post holder will be expected to work flexibly and efficiently to maintain the highest professional standards and to promote and implement the policies for the Corporation.





The post holder will be expected to comply with any rules and regulations which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.





To work in accordance with the Data Protection Act and to ensure that all data protection concerns are reported to the College Data Protection Controller. 





Ensure a safe working environment for all learners at all times.





Comply with all College’s Personnel Policies and Procedures.





Maintain knowledge of, and implement College policies.





To engage in continuous professional development. 





To understand and apply the principles of equality of opportunity in an academic context. 





Have a positive commitment to inclusive learning.





Undertake appropriate training and staff development as requested by SMT.





Be able to commute effectively between all College sites.





Remain current by keeping abreast of up to date curriculum understanding and course options through various internal and external arrangements and processes.





Must be prepared to work some evenings and weekends. 





To be fully aware of and comply and promote the Colleges Equality Scheme and all other policies, including Financial Regulations.





Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.





To ensure commitment to customer care at all times.





The post holder will demonstrate a clear understanding and commitment to the College values and ethos identified within the Strategic framework.





Undertake such other duties as may be required by the Principal commensurate with the grade and nature of the post.





To actively contribute to the effective use ILT to support a “paper light” working ethic through day-to-day working activity. 





The post holder will be expected to comply with the rules and regulations that the Board may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.





To be fully aware of and comply with the College’s policy on confidentiality.





In carrying out their duties, the post holder must


a.	Comply with Health and Safety regulations and policies


b.	Be aware of the College statement on Health and Safety


c.	Be fully aware, and comply with, College policies including equal opportunities and risk management.








