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Job Description
	Post:
	Independent Living Skills (ILS) ALAM

	Accountable to:
	Dean of Faculty 


	Areas of 

Responsibility:
	Assist with ILS Management to include:

Curriculum Planning and delivery
Quality Assurance
Staff deployment & performance management
Learner management

Budgeting    



Job Focus

Work with the Learning Area Manager providing effective leadership to ILS by providing clear direction to staff, enabling, inspiring, motivating and supporting them to provide the highest quality of education.

Assist with the management of ILS including curriculum, quality, budgeting, staff deployment and performance management and learner management.
Support the Learning Area Manager in ensuring high quality teaching, learning and outcomes within ILS. 

Support the Learning Area manager to embed a consistent approach to learner management.

Key Accountabilities
	Providing Direction


	· Work with the LAM to Lead, motivate and inspire staff within ILS to achieve individual and team objectives in a supportive environment.   
· Work with the LAM to ensure that there is a continual focus on raising standards and that all staff participate in appropriate quality improvement initiatives e.g. practice assessments, course review, sharing of good practice, development and monitoring of action plans.

· Undertake an agreed schedule of teaching and lead by example to ensure   excellent learner outcomes are underpinned by an inspirational learning experience. 

· Contribute to the annual self-assessment Report for ILS.
· Ensure all students in the ILS department have a one page profile/LSP and support the management of reviewing these documents annually. 
· Contribute to the development and implementation of the ILS Operational Plan with SMART targets.
· Contribute to the Planning development and review of ILS’s curriculum offer annually to ensure that it is responsive, flexible, accessible, sustainable and inclusive and as appropriate commercially focused.  


	Providing Direction


	· Work with the LAM to put plans into action and rigorously monitor progress on a regular basis.  Contribute to regular monitoring reports to the Dean and other relevant Strategic Managers. (E.g. Curriculum and Quality Committee).

· Assist with the effective management of Health and Safety within ILS, undertaking and reviewing risk assessments with the involvement of relevant staff and ensuring staff awareness and adherence to all health and safety protocols.
· Support the LAM in ensuring compliance with statutory requirements such as Health and Safety, Equal Opportunities, Safeguarding, Child Protection, Employment matters, Welsh Language Scheme etc.

· Identify and review any risks for the College which emerge from ILS and ensure early communication to enable appropriate decisions and actions to be taken.

· Assist in developing the culture of the College by ensuring that personal behaviour, actions and words consistently reinforce the college’s agreed values.

· Actively promote and monitor the consistent implementation of College Policies and Financial Regulations.
· Actively promote equality of opportunity, diversity and inclusion and ensure appropriate priorities inform planning processes.

	Facilitating Change
	· Support the Dean of Faculty in leading change by adopting an open, supportive and inclusive management style. 
· Work with the LAM to encourage innovation within ILS by supporting the identification and practical implementation of ideas.
· Assist with developing an aspirational culture of continuous improvement within ILS.

	Working with People


	· Contribute to the development of an effective, loyal and supportive Faculty Management Team by developing productive working relationships with colleagues.
· Work with the LAM to create a climate where staff are supported, valued and are able to contribute ideas.
· Support the LAM to ensure a robust and consistent approach to learner management working closely with Pillar Leads/curriculum leaders and staff.
· Assist with the planning and review of ILS staffing requirements annually, identifying and addressing skills gaps, surpluses, succession plans etc.
· Ensure that identified staff are line managed effectively and receive effective induction and regular performance appraisal, and are supported in overcoming any issues affecting their performance.
· Support identified colleagues within ILS to ascertain their continuing professional development needs and help to provide opportunities to address these needs. 
· Support the LAM in tracking and monitoring staff absence.

· Support the Transition Officer with the transition of learners into and out of college. Ensuring all transferred information is accurate and all Learning Skills Plans or Individual Development Plans are up to date and attached to the individual learners records. 

· Liaise with the Pillar Leads/Curriculum Leaders to facilitate a person centred approach to all learners within the ILS department. 
· Deputise for the LAM as necessary, leading meetings within ILS.
· In conjunction with the LAM initiate and follow disciplinary/performance management procedures in response to misconduct or unsatisfactory performance.  
· Assist with the effective investigation and resolution of complaints or concerns at an early stage and refer as appropriate to the relevant support mechanisms and Procedures. 

· Assist with collaborative working with other teams / internal and external parties to maximise learner choice, progression and funding opportunities. 




	Managing Resources
	· Assist with the monitoring of the income and expenditure budgets relative to ILS including the development of budgetary proposals and monitor activities to meet agreed targets. 
· Work with the LAM to ensure resources to support teaching and learning are identified, purchased, and effectively controlled in accordance with the College Procurement Policy and Procedures. 
· Work with the LAM to effectively and efficiently deploy staff in accordance with their contract and the workload allocation scheme, ensuring time-tables and work schedules are equitable and fair to support high performance and staff well-being. 

· Manage the identification and organisation of absence cover to ensure disruption to learners is minimised.

· Work with the LAM to ensure relevant central learner information and course management documentation is accessible, accurate and of high standard e.g. course files, registers of learner attendance, class lists, tracking of transfers / withdrawals, UCAS, awarding body registration and learner progress and achievement. 


	Achieving Results
	· Work with the LAM to ensure that thorough and timely analysis of learner data effectively supports  target  setting and decision making  at course team level, leading to  year on year improvements in relation to: 
· Recruitment      

· Retention

· Achievement

· Successful Completion

· Attendance

· Support the LAM in engaging all staff in activities required to support the effective recruitment, enrolment and induction of learners, underpinned by the provision of sound advice and guidance. 
· Work with the LAM to ensure learner target setting is embedded within the learning area and leads to effective progress reporting linked to course/subject mark books and the students’ eILP.

· Work with the LAM to ensure that the needs of awarding bodies are met in terms of internal and external verification / moderation, assessment and examination.
· Work with the LAM to ensure that the curriculum responds to learner entitlement and develops essential, entrepreneurial and other skills in line with local and national needs and strategies along with identified cross cutting themes.

· Work with the LAM to ensure that teaching and learning enables all learners to receive a broad range of differentiated learning activities, including the use of ILT and other technologies where appropriate.




	Managing Self & Personal Skills
	· Manage personal resources and professional development in order to achieve work objectives and career and personal goals.

· Seek to improve on performance by giving and receiving open and honest feedback, demonstrating positivity and resilience.

· Develop personal networks to support both current and future work.  



Please note the following:

1. This description is not intended to establish a total definition of the job, but an outline of the responsibilities you are expected to undertake.  From time to time you may be required to undertake any other duties commensurate with your level of responsibility.  

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.  You will, therefore, be expected to participate in any discussions relating to Job Description change.
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Person Specification – Independent Living Skills ALAM
The Person Specification identifies essential criteria needed for the job.  The criteria are job-related, justifiable and non-discriminatory.

In your application you are asked to address only those criteria labelled A. These will be used to shortlist applicants.
	Criteria
	Essential 
	Desirable
	Method

	Qualifications
	· Recognised Teaching Qualification (PGCE or equivalent)
A teaching commitment of 14 hours per week will be required.
· Degree  or equivalent relevant qualification

· Holding or willing to work towards an appropriate Leadership and Management qualification 
	
	A

A

A



	Knowledge

& Experience  


	· Knowledge of current issues facing FE Colleges including curriculum developments with a strong appreciation of Work Based Learning

· Knowledge of FE funding methodologies including HE, WBL, ACL, 14-16.

· Knowledge of external quality assurance processes (Estyn, Ofsted, QAA) 
· Knowledge of developing curriculum to enhance progression and employability prospects e.g.  essential skills

	
	A/I

A/I

A/I

A/I

	Skills & Abilities
	· Proven track record of creating a strong team-spirit and sense of common purpose and inspiring teams and individuals to achieve their objectives.

· Experience of developing action plans with relevant SMART targets in an inclusive way, with staff buy-in. 

· Experience of applying up to date knowledge of developments or issues affecting curriculum through providing timely advice on implications, opportunities and risks.   

· Proficient in developing flexible delivery models which maximise cost effectiveness and unit funding.

	
	I

I

I

I

	Personal

Attributes:


	· Strong team building skills

· A self-starter and independent thinker

· Strategic thinking and analytical skills

· Sound Management judgement, supported with excellent interpersonal skills 

· Relationship management skills
· Creativity, innovation and entrepreneurialism
· Resilient and strong sense of self-awareness


	
	I
I

I

I

I

I



	Special Requirements:
	· Willingness to learn  / improve standard of spoken Welsh
	· Ability to communicate in Welsh at Level 2 (Descriptors attached)
	A


A – Application form

I – Interview
WRE – Work Related Exercise

DISGRIFYDD LEFEL IAITH GYMRAEG 

WELSH LANGUAGE LEVEL DESCRIPTORS

	Welsh Essential
	LEVELS
	Listening
	Speaking
	Writing
	Reading

	
	Level 4
Proficient
	Able to understand all conversations involving work
	Fluent – able to conduct a conversation and answer questions, for an extended period of time where necessary


	Skilled – able to complete complex written work without the need for revision
	Able to understand all material involving work

	
	Level 3
High
	Able to follow the majority of conversations involving work including group discussions
	Able to speak the language in the majority of situations using some English words
	Able to prepare the majority of written material related to the area, with some assistance in terms of revision


	Able to read the majority of material in own area

	
	Level 2
Intermediate
	Able to follow routine conversations involving work between fluent Welsh speakers


	Able to converse with someone else, with hesitancy, regarding routine work issues
	Able to draft routine text, with editing assistance
	Able to read routine material with a dictionary

	
	Level 1
Foundation
	Able to understand a basic social conversation in Welsh


	Able to answer simple enquiries involving work
	Able to answer simple correspondence with assistance
	Able to read basic material involving work (slowly) and understand text that consist mainly of high frequency everyday work related language



	Welsh Desirable
	Entry
	Able to understand basic enquiries in Welsh (“Ble mae…? Ga’ i siarad â…?”)
	Able to conduct a general conversation (greetings, names, sayings, place names)


	Able to write basic messages (“Diolch am dy help.”)
	Able to understand and read very short, simple texts

	
	None
	No Welsh language skills at all


	No Welsh language skills at all
	No Welsh language skills at all
	No Welsh language skills at all


DISGRIFYDD LEFEL IAITH GYMRAEG 

WELSH LANGUAGE LEVEL DESCRIPTORS

	Cymraeg Hanfodol
	LEFEL
	Gwrando
	Siarad
	Ysgrifennu
	Darllen 

	
	Lefel 4
Rhugl
	Gallu deall pob sgwrs yn ymwneud a’r gwaith 
	Rhugl – gallu cynnal sgwrs a gofyn cwestiynau, am gyfnod estynedig pan fod angen 


	Medrus – gallu cwblhau gwaith ysgrifenedig cymhleth heb angen adolygu
	Gallu deall deunyddiau yn ymwneud a’r gwaith 

	
	Lefel 3
Uchel
	Gallu dilyn y mwyafrif o sgyrsiau yn ymwneud a’r gwaith yn cynnwys trafodaethau grwp 
	Gallu siarad yr iaith yn y mwyafrif o sefyllfaoedd gan ddefnyddio rhai geiriau Saesneg 
	Gallu paratoi'r mwyafrif o waith ysgrifenedig yn ymwneud a’r maes, gyda pheth cymorth o ran adolygu 
	Gallu darllen y mwyafrif o ddeunyddiau yn fy maes 

	
	Lefel 2
Canolradd
	Gallu dilyn sgyrsiau arferol yn ymwneud a gwaith, rhwng siaradwyr Cymraeg rhugl  


	Gallu sgwrsio gyda rhywun arall am faterion gwaith arferol, ond yn petruso
	Gallu drafftio testun arferol, gyda chymorth golygu
	Gallu darllen deunyddiau arferol gyda geiriadur 

	
	Lefel 1

Sylfaen
	Gallu deall sgwrs gymdeithasol sylfaenol yn Gymraeg 


	Gallu ateb cwestiynau sylfaenol yn ymwneud a’r gwaith 
	Gallu ateb gohebiaeth gyda chymorth 
	Gallu darllen deunyddiau syml yn ymwneud a gwaith (yn araf) a gallu deall testun sy’n cynnwys iaith gwaith pob dydd yn bennaf 



	Cymraeg Dymunol
	Mynediad
	Gallu deall ymholiadau sylfaenol yn Gymraeg (“Ble mae…? Ga’ i siarad â…?”)
	Gallu cynnal sgwrs gyffredinol (cyfarchion, enwau, dywediadau, enwau llefydd) 


	Gallu ysgriffennu negeseuon sylfaenol (“Diolch am dy help.”)
	Gallu deall a darllen testunau byr, syml iawn 

	
	Dim
	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 


	Dim sgiliau Cymraeg o gwbl 
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