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Director of Skills and Employability
	Post:                                            Director of Skills and Employability

Responsible to:                         Assistant Principal: Partnerships and Skills

Line Management:                   Work Experience Co-Ordinator
                                                      Work Placement Officer
                                                      Employability Administrator
                                     
 Pay scale:                                   Management scale: Point 14 to 16 



Main purpose of the role
The Director of Skills and Employability will provide strong strategic leadership for the Directorate, driving the College’s skills agenda and forging strong partnerships with employers, higher education institutions, and civic and government stakeholders to ensure the College meets local, regional, and national skills needs. They will lead the College’s industry engagement, work placement, and employability provision, delivering high-quality, inclusive, and impactful programmes that enable students across all provision types to build social and cultural capital and progress to positive destinations.

Leadership and Management
· To develop an inclusive, motivational, and aspirational ethos and culture across the Directorate, setting high expectations for all students and staff.
· Under the oversight of the Assistant Principal: Partnerships and Skills, clearly identify how the Directorate can contribute to the achievement of the College’s Strategic Plan objectives and lead the approach to doing so.   
· Develop and implement a whole-college Employability Strategy aligned to the College’s strategic priorities and values.
· Regularly evaluate the impact of curriculum developments at both pre and post-16 levels on student progression, and to advise on suitable actions or adjustments to guidance and support.
· Provide support to Curriculum Leaders and managers in creating Advisor Boards that make a demonstrable and documented impact on the curriculum, students, and stakeholder partners.  
· Keep up to date with local, regional and national skills needs, sector trends and legislation relating to skills, advising the Senior Leadership Team as appropriate. 
· To take responsibility for leading, supervising and managing line reports in line with all college practice and policies.
· To co-ordinate staffing and oversee recruitment processes across the Directorate.
· To hold regular Directorate meetings with managers and the wider team according to the College calendar. 
To ensure that appropriate and effective internal and external professional development opportunities are sourced, promoted and taken up by staff within the Directorate.  
· Take responsibility for the induction of new staff in the Directorate.
· To respond to queries, concerns and complaints from students, parents/carers as appropriate to the role
· To write the  Directorate’s annual Self-Assessment Review (SAR) and Quality Improvement Plan (QIP) and ensure its implementation.
· To effectively prepare the Directorate for internal and external quality visits such as Ofsted. 
· To lead staff in making highly effective use of data to inform decision making and drive improvement in skill development and   employability provision. 
· To manage the Directorate budget effectively. 
Partnership working and wider promotion
· To develop and nurture strategic partnerships and collaborations across the College, relating directly to local, regional and national skills needs, developing a portfolio of partnership activity and identifying opportunities for new partnerships. 
· Assist in identifying opportunities to link curriculum areas with businesses, employers and education partners. 
· Develop new partnerships and maintain strong relationships with local, regional, and national employers to support work experience, placements, and other employability-related opportunities.
· Develop a programme of opportunities to support external stakeholders, including, but not limited to employer breakfast meetings, workshops for employers, and training for employees. 
· To facilitate interaction with local industry, education and civic partners, ensuing the Directorate acts as a link between college departments and external contacts.
· Work with community organisations, local government, education and civic partners to drive collaboration and achieve collective impact.
· Represent the College at various events, including, but not limited to: Open Events, Information Evenings,  the Adult and Higher Education Information evening and external partnership events. 
· Provide support to Curriculum Leaders and managers in effectively promoting subjects to universities, employers, and other bodies. 
· Ensure that all opportunities are made available, and publicised appropriately, to disadvantaged students, including those specifically aimed at widening participation. 
· In conjunction with the Head of Marketing and Communications, effectively publicise the activities of the  Directorate.
· In conjunction with the Head of Marketing and Communications, develop the employer section of the  College website. 
Employability
·  Work with the Head of Careers to design, plan and deliver a comprehensive programme of events for students and their parents/carers, including, but not restricted to: 
-  Next Steps Day and the Higher Education Fair 
- Apprenticeship and Employment Fair 
- Volunteering Fair 
- Employment Seekers and Networking Evening 
- Gap year pathways - information, support and advice 
- Higher education information events for parents/carers 

· Support the development of the College’s Next Steps Programme including a comprehensive speaker programme and a programme of events and activities linked to employability, citizenship and transferable skills. 
· Lead and co-ordinate the College’s employability provision, including work experience/industry placements for vocational students, internships e.g. 8billionideas for A Level students, and wider work-related learning and employability skills development. 
· Coordinate and monitor student engagement in the College’s employability provision, ensuring study programme requirements are met and appropriate evidence is collected.   Work closely with Curriculum Leaders and the Industry Placement Officer(s) to lead the delivery of T Level industry placements, ensuring evidence of placements is centrally available. 
· Lead on the identification, coordination, and promotion of student competitions and skills challenges to enhance engagement and achievement, for example WorldSkills UK and the National Innovation Challenge.
· Work in collaboration with curriculum teams to embed employability and sector-specific career planning within HE and adult education programmes.



Health and safety
· To ensure that statutory health and safety obligations are met across the Directorate, alongside upholding high levels of broader college-related health and safety matters.
Cross college
· To take on a wider cross-college role as agreed with the Principal and CEO.
Other
· To take part in regular professional development as required of the role. 
· To carry out a share of student admissions interviews as agreed with the Assistant Principal, Partnerships and Skills.
· To provide advice, support and guidance to students, parents/careers and staff in post exam periods. In particular, providing cover in college after results are published in August.  
· To form part of the College’s upper leadership team and be a member of the Operational Development Group, taking responsibility to ensure that the views of that the views of the Directorate are effectively represented.
· To demonstrate an awareness and commitment to equality, diversity and inclusion as well as safeguarding.
· Take on a small teaching commitment, if appropriate. 
· To carry out any other reasonable requests that may be required from time to time by the Principal and CEO.
*This job description is just a guide. You will be expected to be flexible, and the role is likely to evolve and develop over time.
The role is full time, 37 hours per week, with 37 days a year annual leave, plus bank holidays and college closure days (50 days in all). Due to the nature of the role, flexibility will be required, and you will be expected to work such hours that are reasonably necessary for the proper performance of your duties and responsibilities. The appointed individual will be eligible for membership in either the Teachers’ Pension Scheme or LGPS, whichever is most appropriate.


















PERSON SPECIFICATION

JOB TITLE: Director of Skills and Employability

	
	ESSENTIAL
	DESIRABLE

	EDUCATIONAL QUALIFICATIONS/ ATTAINMENTS
	A degree or equivalent qualification.
	 


	VALUES
	A commitment to represent and embed a culture of equity, diversity and inclusion across the work of the College. 
An inherent belief in the advantages, benefits and ethos of a post-16 college experience.
An understanding of and support for the College’s tertiary vision to offer a range of provision that meets the needs of students and wider community. 
An understanding of, and empathy for the demands and challenges students and colleagues face in a college environment. 
A consultative and democratic approach to leadership and management. 
An understanding of the importance of open dialogue and effective communication.
	

	EXPERIENCE
	Experience of working in a large, complex organisation.
Experience of building successful partnerships with employers, civic partners and external agencies. 
Experience of leadership of employability including work and industry placements within a college or similar environment. 
Leadership and management experience. 
Experience in designing and delivering employability programmes.

	A proven track record of strategic leadership in stakeholder partnerships within a college or similar environment.

Experience of supporting UCAS applications 

Proven ability to work with parents/ carers in supporting young people.
Experience of leading teams and managing staff effectively.



	SPECIAL
KNOWLEDGE OR TRAINING
	Knowledge of the further education sector. 
A broad understanding of the FE skills agenda. 
Proficient in using IT systems.

	Evidence of professional development relevant to the role. 


	
	
	

	
	
	
	
	

	
	
	

	ABILITIES, SKILLS & PERSONAL
QUALITIES
	Ability to navigate and manage challenging situations effectively. 
Ability to work to tight deadlines. 
Ability to make decisions and communicate them effectively with relevant stakeholders. 
An adaptable, flexible and positive approach to work. 
Exceptional communication skills including written, verbal and presentation abilities. 
Ability to use data effectively to inform decision making and drive improvement. 
Excellent administrative and organisation skills. 
Strong leadership and management skills, with the ability to inspire and motivate others. 
Able to manage conflicting demands and priorities. 
Flexibility and adaptability to meet the evolving needs of the role. 
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	RELATIONSHIPS
	The ability to build effective working relationships with all stakeholders.
	
	




	MOTIVATION
	A commitment to continuous development and improvement.
A commitment to achieve high standards.
A commitment to creating inclusive, aspirational opportunities for all students. 
A commitment to take part in staff development and training.
A commitment to the mission and values of the College.
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