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	Job title: CUBE Manager
	Status: Fixed term to 31st August 2020 

	Team: CUBE
	Reports to: Associate Principal, Marketing, Recruitment & Admissions

	
	Direct reports: 4

	Department: Deputy’s Office
	Departmental budget holder: YES


Position context:
[bookmark: _GoBack]In 2016, HSFC, one of the leading providers of Sixth Form Education within the UK, will celebrate its 25th anniversary. These are exciting and challenging times for us and, with ambitious growth plans and a mission that states ‘The College aims to be the first choice outstanding provider of full-time education for 16-19 year olds in the area embracing diversity and creating excellent opportunities for all.  Staff and students will participate fully in the process of education to reach our collective potential and promote individual achievement at the highest level’ we continually seek to recruit outstanding staff members.

In 2015 we successfully built and opened our latest state-of-the-art teaching space, just one of 6 buildings catering for some 2700 students at our Wingletye Lane Campus. We are committed to continued growth in student numbers and a focus on providing high quality teaching and learning that is designed to enhance the employability and achievement of our students. 

Position purpose:
The CUBE Manager is responsible for the leadership, management and development of the careers service. The post holder will ensure that Students receive a high quality service from a team of specialist advisers to support them in their preparation & progression into HE or employment. The post holder will ensure that individuals in the team are properly equipped with the skills and knowledge to perform their roles successfully to offer an outstanding Student experience. The CUBE Manager is responsible for ensuring the service meets and adapts to the needs of the Students and that work carried out is reflected in the positive destinations of students progressing into HE or employment. The role requires strong organisation & communication skills together with the ability to manage the staff body and a demanding workload. 










Position accountabilities:
	Accountability
	Key activities 

	Strategy
	· Develops the strategic plan for CUBE Resources in accordance with the mission and strategic plan of the College
· Ensures a network of employers are developed and maintained to support the work of the CUBE team
· Works with Academic teams on future key employability needs

	Planning 
	· Drives planning of relevant activity across the services provided
· Oversees destinations data collection, analysis and the dissemination of data to the College Executive
· Formulates plans to support the College objectives
· Through others, plans engaging interventions for Students

	Delivery
	· Ensure that robust arrangements are in place for the management of CUBE operations, having regard to the allocation of tasks, performance management, service continuity and continual service improvements
· To agree with the Assistant Principal, an achievable set of targets and outcomes against which the impact of the CUBE can be measured
· Ensure that all Students are aware of the services offered by the CUBE and that Students are involved in the development of services
· Oversee the quality of general and specialist IAG through the lens of customer service
· Work with Faculty Leaders to ensure that academic teams are successful in embedding careers and employability skills advice into the curriculum
· Participate in the work of professional associations, representing the College in careers strategic thinking
· Engage directly in the delivery of careers information, advice and guidance for a small number of students
· Ensure, through continuous review, including benchmarking against comparator institutions, continuous improvement of the service, maximising the appropriate use of information and communication technologies

	People Management / Organisational Development 
	· Take full part in the College appraisal system
· To maintain CPD in the arena of Employability and HE 
· Recruit, develop and retain CUBE team members; growing staff satisfaction and engagement
· Delegate tasks appropriately 

	Information Management and Reporting
	· Develop reporting and operational processes to improve delivery and insight
· Ensure any data entry, despatch and downloads are completed within agreed timescales
· Monitor and report on in year leaver destinations

	Health and Safety
	· Hold responsibility to avoid action that could threaten the health or safety of themselves, other employees, customers or members of the public.

	Good Citizenship
	· Holds personal accountability in ensuring continual focus on enhancing the student experience through actions, words and behaviour. Our students are the most important members of our institution and must be treated as such



Key Stakeholders:
Internal:
· Academic teams
· Director of SPMI (reporting)
· Students

External:
· Employers
· HE providers
· Training providers
· Statutory bodies
· Parents/Carers
Knowledge, skill and experience requirements 
Essential:
· Good honours degree
· Professional qualification in careers guidance
· In-depth understanding of higher education and the study/employment opportunities for 16-19 Students
· Excellent interpersonal skills, with ability to motivate others, to work in teams and to interact with staff at all levels within the College and with external partners/clients
Desirable:
· A postgraduate degree related to service management or to teaching/learning
· Experience in a senior role within a complex organisation
· At least intermediate user level of Microsoft Office applications

Key behaviours:
· Demonstrate and role model College values which are:

1. Learning through continuous development & reflection- capacity is developed and continuous learning is institutionalised 
2. Responsibility - Responsibility for personal and organization’s future is shared 
3. Honesty - Elephants in the room are named and staff & students can speak truth to power, whilst respecting other people and their views 
4. Independence - Independent judgement is expected and respected 
5. Excellence - Achievement and Progression
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