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Job Description 
Title:



Curriculum Coordinator – Core Skills
Summary/Purpose: 
To support in the development, creation and implementation of Core Skills resources and curriculum materials to support the continued growth in our provisions, including all programmes.
The role is to ensure all subject area s have appropriate standardised resources, which have been designed to a consistently high specification, and are appropriate to the needs of our learners.
Reporting to:  
Head of Quality


Supervising: 


N/A 

Duties and Responsibilities:

Specific
· Responsible for helping shape the learning agenda in the development, quality and compliance of the organisation's core skills teaching, training, and learning resources.
· Accountable for transforming the way we design and deliver core skills in a way that is seamless and engaging for all our learners.
· Responsible for ensuing opportunities to embed Prevent and British Values, Equality, Diversity, and Inclusion (EDI) is embedded within learning materials, with current and relevant topics to the learner audience.
· Based on research and clear articulation of learners needs, identify and implement/ facilitate implementation of innovative learning, digital agenda and hybrid learning resources to enhance our offer and services to our learners.
· Support the development of learning resources through digital solutions (Virtual Learning Environment) and actively promote the benefits of e-learning solutions with practitioners.
· To scope, design and develop resources for qualifications that inspire practitioners and that engage and support learner's progression.
· Provide in-depth subject expertise, in core skills to strengthen our learner resources. Flexibility and willingness to work across broader subjects though self-development and engaging with sector specialists / leads, is a requirement of the role.
· Develop and maintain insight into best practice (pedagogy, assessment) at subject level.
· Maintain an in depth understanding of teaching, learning and assessment in all subject/s, through close and continuous liaison with a range of sector specialists / leads.
· Establish collaborative working relationship and effective communication with sector leads, attending and participating in standardisation meetings.
· Accountable for quality assuring learning resources ensuring compliance with company branding standards and document control procedures.
· Accountable for ensuring learning resources meet Award Body standards and learners needs.
· Sampling and auditing learning resources, ensuring learning resources are evaluated, effective and embedded across the business.
· Through sampling and auditing, ensure the effectiveness of resources application and the impact on learner's progress.
· Develop and maintain an in-depth evidence base of learner needs in each subject area through a continuous programme of research / feedback with practitioners, stakeholders, and learners.
· Provide clear management information reporting to the business as required.
General

· To ensure security of company assets. 

· To comply with all company policies and procedures.
· To comply with the company’s safeguarding policy & procedure. 

· To comply with Equal Opportunities Legislation and be proactive in challenging prejudice, discrimination, and stereotyping. 

· To implement in full the Company’s quality policies and procedures.

· To consult the Company Health and Safety Policy with regards to their specific responsibilities as described in the general arrangements section.
· To consider personal actions at work and how they may affect the safety of Learners, clients, and visitors to Company premises.
· Support organisations core values. 

· Co-operate with all staff to achieve a healthy and safe workplace and reporting any risks identified, at the company’s or other premises, to the designated Health and Safety Officer.

· Other duties that may be identified from time to time by the Company.

· Attend relevant training / personal development programmes. 

Person Specification

	
	Essential
	Desirable

	Experience & Qualifications
	Development of curriculum resources, specifically within core skills 
Experience of building sustainable relationships with senior managers and colleagues, 
Experience in developing, teaching, training, and learning resources, quality assurance and compliance in core skills.
	Experience of working within the work-based sector.
Experience of delivering engaging curriculums / learners’ sessions to a variety of learners ability.

Relevant teaching or assessing qualifications. 

Using and maintaining information platforms (SharePoint).

	Skills
	Able to translate business goals and strategies into practice. 
Strong ICT, digital knowledge, and skills.
Creative and innovative approach.
	Welsh Speaker.

	Knowledge 


	Understands e-learning and blended learning techniques.
Apprenticeship qualifications.
Award body standards.
Understanding or Estyn / Ofsted standards.
	Safeguarding and Prevent. knowledge and understanding.

	Characteristics
	Driven and confident individual. 
Flexible in approach.

Ability to work under pressure.
Reliable.
Enthusiastic.
Team player.
Attention to detail.
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