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JOB DESCRIPTION
	Job Title: Teaching and Learning Improvement Assistant
Reporting to: Director of Teaching and Learning Improvement
Base: TBA



	Hours                                37 hours per week, 52 weeks per year

Contract Type                  Business Support
Holidays                           20 days per year subject to service increases
Salary                               £20,058 per annum 

	Job Purpose

To provide effective support to ensure all areas of Teaching and Learning Improvement are monitored and contribute to the improvement and development of all issues surrounding Teaching and Learning Improvement administration. 


	Key Responsibilities
· To provide effective and proactive support for the team including supporting the planning of key activity, monitoring of implementation of that activity and reporting on outcomes of activity

· To use data sources to support the drive to improve teaching and learning across the College

· Provide an update on planned activity to the Director of Teaching and Larning Improvement and wider managers on a monthly basis
· To prepare, collate and distribute reports, action plans and documents as necessary for the Quality & Strategy department.
· To prioritise and manage diary commitments for Teaching and Learning Improvement to ensure appropriate action is taken to ensure key meetings are monitored and attended as necessary and take responsibility to ensure minutes are taken, transposed and distributed, following up on all actions as appropriate.

· To liaise with internal colleagues in order to compile information requests.

· To liaise with members of the curriculum management team to ensure the timely completion of reviews and observations.

· To oversee the production of any required documentation/presentations/graphics for dissemination by the Teaching and Learning Improvement team as required.
· To provide a professional customer service to both internal and external customers, effectively representing the Teaching and Learning Improvement team.

· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.


	Competencies

· Effective data presentation skills, and ability to use Excel to sort data and produce graphical representations of data

· Effective communication skills that are varied and appropriate to the role
· Highly developed organisational skills

· Ability to prioritise and work to tight deadlines
· Flexibility and willingness to work and think independently

· Ability to provide accurate reports, showing attention to detail
· Ability to work as part of a team and independently
· Must have good IT, literacy and numeracy skills
· Self-motivated


	Knowledge
Desirable

· Knowledge of extracting data from systems
· Knowledge of working with Policies and Procedures

· An awareness of the current priorities in Further and Higher Education


	Qualifications
Essential

· L2 Maths and English

· Competence using Excel and Word 

Desirable
· Qualification at L3 or above
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