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Job Description

Job Title:
Deputy Head of School: Engineering
Responsible to:

Head of School: Engineering
Responsible for:
Students and Administration within the School of Engineering 
Job Purpose:                    To deputise for the Director of Study/Head of School; to

manage the process of data analysis within the School;

to actively initiate and promote marketing activities within

the School; and to assist with staff and student

administrative and operational matters within the School. 

Total teaching Hours:
200 hours per annum
Principal Responsibilities
1. To deputise for the Head of School in his or her absence and to liaise with the Vice Principal (Academic Services) with regard to the functions requiring particular attention during the absence period;
2. To assist the Head of School in managing effectively and efficiently the organisation and delivery of the learning programmes assigned to the school from the Faculty’s curriculum portfolio; and assist with the completion of staff workloads;
3. To liaise with the Senior Lecturer: Teaching and Learning regarding the quality of teaching and learning within the school; 

4. To lead in the process of data collection and data analysis within the school;
5. To take an active role in managing staff sickness absence, including the organisation of cover within the school;

6. To set, and maintain, high standards of student conduct within the school and to undertake disciplinary action, when appropriate; 

7. To ensure that all students within the school access appropriate learning and pastoral support;

8. To liaise with the Student Services team regarding all pastoral, retention and progression issues relating to students within the school;

9. To initiate and participate in marketing and student recruitment activities within the school;

10. To engage in an annual appraisal interview with the Director of Study/Head of School and to undertake annual appraisal interviews with staff within the school;
11. To mentor new staff and to undertake probation reviews as appropriate;
12. To assist the Head of School in the management of resources across the school;
13. To assist the Head of School in the management of the UCAS process for students within the school;
14. To assist the Head of School in the completion of administration tasks, the retention of accurate records and the provision of appropriate data as required;
15. To act as Evening Duty Officer for a maximum of two evenings per month;
16. To teach an agreed number of annual hours.  
College Responsibilities 

17. To actively promote the Diversity agenda within the College;
18. To promote and ensure safe working practices in line with Health and Safety requirements;
19. To play an active role in Quality;
20. To contribute to and represent the overall visions and values of the College;
21. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 

22. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
23. To adhere to all College policies and procedures;
24. To undertake professional development as required; and
25. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resources Director and may lead to revisions in light of the operational requirements of the College.  
