
LEARNING MANAGER 
Cornwall Neighbourhoods for Change

JOB DESCRIPTION

JOB TITLE:
Learning MANAGER 

SALARY/GRADE:   

£22,809 - £26,523


PLACE OF WORK:


Pool/ Travel throughout the County

RESPONSIBLE TO:

HEAD OF PEOPLE DEPARTMENT
EMPLOYER:



Cornwall Neighbourhoods for Change

CONTRACT DURATION:

PermAnEnt  (subject to funDing)

Overview

This role will involve the management of the learning programmes across the organisation.  Current programmes include Skills for Life, Mainstream franchises for delivery of NOCN and NVQ’s, HE Routeways and Vocational Routeways.  Courses fit into the areas of personal, social and employability development.  The post holder will be required to line manage the learning team and have overall responsibility for the delivery provided by our self employed tutors.  The programmes will combine outreach work to socially excluded people with training in the community.  You will have specific responsibility for designing and developing services and the department’s business opportunities in partnership with Department Heads, along with managing the project outputs and budgets. The Learning manager will play a lead role in developing learning provision from Entry level up to Higher Education.  The Learning Manager will work closely with other managers across the company to develop the learning provision.

Duties

Service Delivery

· Plan and deliver the provision of the company’s community learning services.

· Work closely with the other managers within the People team, to ensure effective delivery of the learning and employment contracts.

· Designing and setting up Skills for Life (SFL) delivery for both employed and non-employed beneficiaries.

· Developing employer linkages for the delivery of employed SFL programmes.

· Securing premises to deliver the project in identified communities.

· Reviewing and evaluating the service.

· Drawing up and Action Plan for delivery to reach pre-determined milestones.

· Curriculum development for new courses.

· Relationship building with partner agencies and mainstream providers.

· Tutor bank recruitment and monitoring

· Quality Monitoring of learning delivery in association with CN4C Quality Assurance processes.

· Knowledge of the National Qualifications framework.

· Working across the organisation to identify and develop linkages between the different delivery models.

Project reporting

· Providing regular reports on the projects progress to the Head of Department and to the Operations Management Team, Project Steering Group and to the funders.

· Collation and completion of Learning Teams quarterly report.

· Providing financial and output reports to the Head of Department and to the Operations Management Team and the funders in liaison with the Finance Team.

· Establishing and implementing rigorous beneficiary recording systems in liaison with the IT Manager and Heads of Department.

Financial Management

· Setting up systems for reporting and claims for new programmes in conjunction with the Finances and Resources team.

· Managing the learning budgets.
· Identifying and assisting in securing new sources of funding. 
Staff Management

· Recruitment of project staff (including interviewing) as and when required.

· Management of project workers and secondees, including regular supervision/appraisal & performance monitoring.

· Implementation of all policies and procedures as required.

· Identifying and planning to meet the training needs of the team and working with the HR manager as required to commission relevant staff training..

Partnership Working

· Joint working with a broad range of external partners including education and training providers, Link into Learning, The Learning Partnership, Learning and Skills Council, Next Steps, district and county councils, health professionals and housing associations to provide a blended delivery method to meet the needs of the learners, and to break down barriers to participation.

· Maintaining relationships with mainstream funders.

PR and Media

· To assist in the development and implementation of the PR and media strategy for the projects with direction from the Head of Department and Operations Management Team.

· Ensuring dissemination of the project outcomes both internally and externally.

· To identify a number of case studies for the promotion of the projects.

Other

· To be part of the Cornwall Neighbourhood for Change’s People Department Management Group and to advise the Head of Department and the Senior Management Team of strategic learning opportunities.

· Representing the Head of Department in meetings as required.

· Supporting Heads of Departments in the design of new learning programmes

· To undertake any appropriate training as required by the company.

· Adhere to and promote the Company’s policies and procedures, with special attention being given to the Equal Opportunities, Safeguarding and Health and Safety Policies.

Whilst the job description covers the main duties and responsibilities of the post, it is not exhaustive. The post holder is therefore expected to undertake any other reasonable duties specified by their Line Manager. Appropriate training will be provided where necessary.

Learning MANAGER

Cornwall Neighbourhoods for Change

PERSON SPECIFICATION 

	ATTRIBUTES
	ESSENTIAL
	Desirable



	Knowledge


	· The range of opportunities available to adult learners

· The National Qualification Framework

· An in depth understanding of the principles of community development

· Processes required to design and set up delivery of services

· Review and evaluation techniques

· An understanding of outreach and peripatetic working in deprived communities


	· Embedding basic skills delivery

· Common Assessment Framework

· Quality standards in a learning, advice and guidance environment



	Skills


	· Excellent communication skills

· Excellent inter-personal skills

· Excellent organisational skills

· Team management and motivation

· Strategic Planning

· Project reporting including finances and outcomes


	· Analytical approach to problems

· Bid writing



	Experience


	· Significant experience of 

· community based learning

· managing staff

· Working with the public

· Experience of budget management

· At least 2 years experience of partnership working


	· Experience of setting up new community based services

· Experience of health and safety

· Experience of PR and media

· Experience of public funding

· Experience project management



	Education

Qualification
	· Able to demonstrate a good standard of education or ability to prove numeracy or literacy

· Able to demonstrate a broad understanding of learning delivery across a number of areas/ funding
	· Educated to degree level

· Relevant business management qualification

· Appropriate Assessment qualification

	Other requirementS
	· Ability to work flexible hours 
· Resilient, able to handle conflict and remain calm under pressure in a very busy environment
· A commitment to working with residents

· Ability to transport self around the County
	· Full driving licence
· Access to own transport
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