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Personal Development Manager (EL391)
Job Description

	Area
	:
	Learner Services



	Salary
	:
	M1 £47,804 - £57,059 (per annum)



	Hours of Work 
(Full-time/Part-time)
	:
	37 hours 



	Line Manager

	:
	Assistant Principal - Learner Services 



	Line Management

	:
	Personal Development Team Leaders 
Attendance Officer  



Responsibility for	:   	Personal Development
		Tutorial Provision
		Attendance 
		Pastoral and Welfare support 
		Progress and Progression 
		At-Risk Learners (engagement)
		Member of the Safeguarding team
	
	
Main Purpose of Job:

The Personal Development Manager is a dynamic cross college role that is integral in driving forward a culture that supports learners throughout their study programme journey from induction to progression. 
The Role is a pivotal and fast‑paced leadership position, responsible for driving significant and sustained improvements in learner behaviour and attendance across the college. This dynamic role leads a highly visible team at the forefront of daily college life, ensuring learners are supported, challenged, and consistently guided to meet the highest expectations.

As a member of the College Leadership Team, the post holder will provide strategic direction for Personal Development and work closely with senior colleagues to shape wider College strategy. In collaboration with Curriculum Teams and Quality, the post holder will lead on the implementation of approaches that strengthen the learner journey. The role ensures personal development teams are well‑placed to support learners to engage, participate and make progress in their studies.

To be a member of the Safeguarding Team. 

To provide leadership, management and development to areas of responsibility in order to ensure that the provision and services:

•	Meets the needs of learners, employers, and other stakeholders
•	Is of the highest possible quality in terms of learner outcomes and learner/employer satisfaction
•	Is effective, efficient and provide excellent value for money
•	Reflects the vision, mission, aims and values of the College
•	Is innovative, developmental and sector leading
•	Promotes a culture of excellence and equality

The post-holder will be a member of the College Leadership Team (CLT) and will work closely with the Senior Leadership Team (SLT) in the production and completion of operational plans.


Key Duties and Responsibilities:

1. Provide strong, positive and inspirational leadership at College Leadership Team (CLT) level to promote quality improvement in response to feedback from learners, parents, partners, employers, staff, inspectors and accrediting bodies on the quality of services.

2. Provide effective leadership for the team to ensure that the personal development, pastoral needs and tutorial entitlement meets the needs of learners.

3. Provide clear day-to-day leadership for the Personal Development Team, to manage and deploy staff delivering support to learners to ensure they deliver high standard of learning experience and learner satisfaction, in line with the standards and expectations required throughout the College.

4. Lead the design and implementation of strategies to drive improved attendance, retention and achievement that exceed College targets and develop effective strategies for raising levels of attendance and punctuality to support the retention and attendance of learners and monitor the effectiveness of attendance management strategies working closely with curriculum leaders across the College.

5. Ensure that strategies to manage learner behaviour and attitudes are implemented effectively across all College.

6. Design and implement a tutorial entitlement which ensures that learners develop key skills, knowledge and behaviours including study skills, employability, resilience and transferable skills to support progression into a positive destination. 

7. Oversee an effective tutorial provision, ensuring that all learners receive their induction and tutorial entitlement and are set challenging targets which are effectively monitored and lead to positive outcomes.

8. To evaluate the performance of the Personal Development Team including attendance, effectiveness of tutorials, pastoral support and early safeguarding support in relation to agreed performance indicators.

9. Agree appropriate improvements, targets and performance indicators with the Assistant Principal and Vice Principal to drive improvements across area of responsibility. 

10. Manage and develop a staffing structure which appropriately meets the needs of learners and to be responsible for all related budgets, ensuring resources are used effectively and offer value for money.

11. To support the Assistant Principal in ensuring emerging themes are addressed through the Tutorial program e.g. Prevent, Mental Health, Sexual Harmful Behaviour, Peer on Peer violence, domestic abuse, finance, UCAS, EDI themes. 

12. To contribute to the development of key College policies to ensure they are complaint with legal and national guidance local authorities' procedures.

13. Be responsible for driving excellence and quality improvement in the functional area.  Continually develop practices to ensure sector leading and innovative support for all learners.

14. To ensure learners are safe online and support College incidents regarding online safety and cyber-bullying.

15. Review the performance of teams using SMART objectives for individual Performance Development Reviews (PDRs) and ensure that Continuous Professional Development of staff takes place.

16. Undertake a strong and supportive line management function including performance management, individual and team development in line with the College’s Human Resources Policies and Procedures.

17. Ensure all data relating to functional area activity is recorded on time and is accurate, including the maintenance of robust data to allow analysis for continuous improvement.

18. Undertake quality assurance activities within the Learner Services department, to ensure support being delivered is of the highest standard. Including observations and learning walks.

19. Responsible for the implementation and monitoring of College quality systems within the functional area, including Self-Assessment Report (SAR), Service Reviews and user surveys, ensuring that quality improvement plans are fully implemented.

20. Be an active member of the College’s Safeguarding Team and be a named contact for safeguarding issues.


Generic Duties and Responsibilities:

21. Reflect the vision, mission, aims and values of the College.
22. Follow all agreed Quality Assurance and Risk Management Systems operating in the College and contribute generally to the establishment and development of a quality provision/service.
23. Manage all delegated resources and budgets flexibly and efficiently in accordance with allocation.
24. Contribute to the development of and ensure compliance with College policies, procedures and agreements.
25. Contribute to whole College strategic and operational management through participation in formal committees and meetings (including CLT), lead working parties and working closely with the SLT on resolving College wide problems and issues.
26. Contribute actively to the risk management of the College.
27. Promote and implement the College’s strategies on equality, diversity and safeguarding.
28. Undertake appropriate staff development activities that support personal development and the changing needs of the College and its environment.
29. Be aware of, and responsive to, the changing nature of the College and adopt a flexible and proactive approach to work.
30. Undertake such other duties as may reasonably be required commensurate with this grade, at the initial agreed place of work or at other College locations.

31. Undertake appropriate staff development activities that support personal development and the changing needs of the College and its environment.

32. To positively promote and implement the College’s strategies on equality, diversity and safeguarding.


This Job Description is current as the date shown.  In consultation with the post-holder, it is liable to variation to reflect changes in the job.
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Personal Development Manager (EL391)
Person Specification


	
	Assessment Method

	*Test = Skills Test/Knowledge Test/Micro Teach/Presentation  
	Application Form
	*Test
	Interview and Presentation
	Psychometric Testing
	Qualification Certificates
	References

	Education and Qualifications

	Essential
	
	
	
	
	
	

	· Degree and/or a comparable professional qualification 
	
	
	
	
	
	

	· PGCE/Cert Ed/Level 3 Education and Training (or equivalent)
	
	
	
	
	
	

	· GCSE Maths and English (or equivalent level 2 qualification)
	
	
	
	
	
	

	Desirable
	
	
	
	
	
	

	· Management qualification
	
	
	
	
	
	

	· Mental Health Training or Qualification
	
	
	
	
	
	

	· Recognised Safeguarding training
	
	
	
	
	
	

	Skills and Experience

	Essential
	
	
	
	
	
	

	· Experience of coordinating or managing a personal develop / learner services support team
	
	
	
	
	
	

	· Managing an effective pastoral system, including tutorial, engagement and attendance 
	
	
	
	
	
	

	· Experience of the issues facing young people and implementing strategies to meet these needs 
	
	
	
	
	
	

	· Experience of dealing with / assisting with young people with challenging behaviour and / or Safeguarding & Vulnerable Learners  e.g. LAC, SEN, Trauma experienced
	
	
	
	
	
	

	· Experience of supporting learners with pastoral, welfare and mental health concerns
	
	
	
	
	
	

	· Experience of working with outside agencies and parents to support and safeguard learners e.g. Safeguarding Boards, Children’s Services, Local Authority Inclusion Services
	
	
	
	
	
	

	· Experience of introducing quality improvements and managing change.
	
	
	
	
	
	

	· Experience of evaluating provision/services and implementing improvements which lead to positive outcomes.
	
	
	
	
	
	

	· Experience of using college information systems and data such as ProMonitor, CPOMs, Data Dashboards 
	
	
	
	
	
	

	· Effective communication skills - proven experience and ability to communicate effectively with learners, parents/carers, staff and outside agencies with a sensitivity to the different needs of all connected to the college
	
	
	
	
	
	

	· A good working knowledge on current issues that might impact on FE, attendance, personal development and Safeguarding.
	
	
	
	
	
	

	· Excellent communication skills and the ability to develop effective working relationships at all levels
	
	
	
	
	
	

	· An understanding of effective pastoral management systems and processes
	
	
	
	
	
	

	· Ability to lead change and innovation
	
	
	
	
	
	

	· An open management style that motivates and inspires others to achieve outstanding results
	
	
	
	
	
	

	· Working knowledge of contemporary developments in learner and welfare support
	
	
	
	
	
	

	· Excellent working knowledge of latest national quality standards and performance indicators e.g. Ofsted 
	
	
	
	
	
	

	· Knowledge of data analysis of complex information to inform quality improvement and decision making. 
	
	
	
	
	
	

	· An understanding of how to deliver outstanding inspection and audit results in a challenging financial climate
	
	
	
	
	
	

	· Ability to priorities workloads and meet demanding deadlines 
	
	
	
	
	
	

	· Experience of using performance data to drive change
	
	
	
	
	
	

	· An Understanding of Trauma Informed Practice 
	
	
	
	
	
	

	· Strong team building skills
	
	
	
	
	
	

	· A clean driving licence with access to a vehicle for transport between campuses
	
	
	
	
	
	

	Personal Attributes

	Essential
	
	
	
	
	
	

	· Excellent inter-personal skills with ability to develop positive working relationships at all levels (internally and externally to college) and to translate ideas into actions.
	
	
	
	
	
	

	· Emotional intelligence, Self-awareness and confidence 
	
	
	
	
	
	

	· The leadership qualities necessary to inspire others to embrace and implement plans with energy and enthusiasm
	
	
	
	
	
	

	· The confidence to challenge existing practices and to lead initiatives for new and efficient use of resources
	
	
	
	
	
	

	· Able to appropriately challenge staff and hold difficult conversations
	
	
	
	
	
	

	· Accuracy and attention to detail 
	
	
	
	
	
	

	· Excellent organisational skills, ability to prioritise and work effectively under pressure
	
	
	
	
	
	

	· Flexible approach to working
	
	
	
	
	
	

	· Demonstrate knowledge of and commitment to quality of opportunity and treatment for all members of the college community 
	
	
	
	
	
	

	· Commitment to on-going professional development for self and others 
	
	
	
	
	
	

	Other requirements for employment

	Essential

	· Enhanced DBS check
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