	WAI YIN CHINESE WOMEN SOCIETY

Job Description

Adult Learning Unit Co-ordinator

Job Title:


Adult Learning Unit Co-ordinator   

Job Ref:


PCO/ALU/0708

Salary:


Senior Project Worker (PW2)

£21,412 p.a. (Wai Yin pay scale point 26)

Base:



Wai Yin Chinese Women Society





1st & 2nd Floor





61 Mosley Street





Manchester





M2 3HZ

Report to:


Assistant Director    

Conditions of Service:
37.5 hours per week





Monday to Thursday (9:30am to 5:30pm), 

Saturday or Sunday (9:30am to 5:30pm), 

20 days annual holidays (pro rata) 

Commencement Date:
As soon as possible after appointed
Contract End Date:                 End of March 2009


WAI YIN CHINESE WOMEN SOCIETY

JOB DESCRIPTIONS

Job Title:

Adult Learning Unit Co-ordinator

Grade:

Senior Project Worker (SPW)

Pay Scale:

Senior Project Worker 

£21,412 p.a. (Wai Yin pay scale point 26)
Reporting to:
Assistant Director
Main Duties and Responsibilities

Project management

1. To organise, plan and deliver appropriate services and activities as defined by the Service Specification of the Project.

2. To participate (with the Senior Manager) in the recruitment and induction of new staff and volunteers on your Project/Business Unit.

3. To supervise the everyday work of staff and volunteers on your Project/Business Unit. However, you will not be responsible for investigating complaints about or disciplining staff.

4. To network with other agencies in order to learn about models of good practice and to promote the work of your own Project/Business Unit.

5. To ensure financial control of the Project expenditure.

6. To establish and implement systems enabling service users to participate in decision making related to the delivery and management of the Project.

7. To prepare regular progress reports for the Management Team and for all relevant stakeholders in the Project.

8. To maintain accurate and relevant records of learners progress. To maintain accurate records of group work or Project activities.

9. To work closely with other Projects to ensure that work is not duplicated unnecessarily.

10. To assess and implement appropriate Information Technology systems to support the work of your Project/Business Unit. This can be done with the assistance of the IT specialist at Wai Yin.

11. To assist in developing a funding strategy for your Project/Business Unit.

12. To prepare relevant documents/information for fund applications.

13. To maintain records and collect/collate statistics for monitoring and evaluation as required by grant aiding bodies.

Centre Responsibilities

1. To participate in the creation of a warm, welcoming, comfortable safe and accessible environment for service users at Wai Yin.

2. To be responsible for the recruiting, induction and supervision of volunteers/project staff/tutors for your Project. To act as a role model and mentor for all volunteers/project staff/tutors at the Centre.  
3. To participate in Centre meetings, where information is shared and exchanged. To ensure that relevant information about your Project is given to other staff and volunteers at Wai Yin.

4. To contribute to the development and implementation of Centre policies and procedures.

5. To adhere to Wai Yin’s Confidentiality and Equal Opportunity policies.

6. To contribute to the provision of a safe and healthy environment, ensuring that the legal requirements of health and safety are complied with.

7. To act as an ambassador for Wai Yin as an agency and the Chinese community in general. 

8. To participate in Centre working groups e.g. Health and Safety, Marketing, Promotion etc.

9. To participate in Centre activities, such as festivities, conferences, job fairs etc.

10. To promote pride in being Chinese in Britain and to support minority groups, challenging racist or discriminatory ideas and practice within Wai Yin itself and (where possible) outside agencies.

Roles and Responsibilities specific to this post

1. To work with the whole Adult Learning Team to ensure required funding outcomes and outputs are met as much as possible.  These funding units include MAES (Manchester Adult Education Services) contracts and potentially LSC (Learning & Skills Council) and DWP (Department of Work and Pension) funded contracts.  

2. To plan, co-ordinate and implement adult learning courses to meet adult education needs of service users focusing on Chinese community, e.g., ESOL, IT, foreign language, interest base classes, etc.  This should be planned according to regular consultation with service users to find out their learning needs.  Adult learners include learners who are employed and unemployed.  

3. To deliver promotion activities to recruit beneficiaries to participate in learning activities and to meet the requirement from all funding eligibility criteria.  

4. To provide and ensure the staff / volunteers of the Adult Learning Unit to provide on-going one-to-one IAG (Information, Advice and Guidance) support to service users.  This also includes mentoring support to learners particularly those who are unemployed.  To ensure the learners are supported throughout the progression route.
5. To meet with service partners to review achievement of project outcomes and outputs as well as to share good practice.

6. To gather evidence of outcomes and outputs, and submit to project assistant to submit to LSC regularly.

7. To develop and follow evidence and reporting requirements by LSC.

8. To work with Curriculum Leaders of MAES to ensure adult learning classes are planned to meet franchise requirements by MAES.

9. To work with the Senior Managers to ensure budget are regularly reviewed in the Adult Learning Unit to make sure the unit is financially healthy at all times.

10. To deliver exit programme for beneficiaries to move on / progress.

11. To develop internal awards system to recognize and praise learners’ achievements.  To organize dissemination / awards ceremony events.
12. To establish customer tracking systems (short and long term) – a customer database will be set up.

13. To establish and maintain a common evaluation framework across delivery partners particularly in the LSC funded contracts.

14. To work with the whole Adult Learning Unit to achieve and maintain quality standards including Common Inspection Framework, Self Assessment Report, and MATRIX.
15. To ensure the Adult Learning Unit can provide and maintain a high quality of education standard to the community.  

16. To work with the whole Adult Learning team to prepare for Ofsted inspection and LSC audit.  To ensure all documentation, claim system, and learning activities are recorded, monitored and maintained to a high standard.

17. To conduct necessary activities to ensure high standard of education is provided to the learners as well as to meet quality requirement by Ofsted.  This includes conducting classroom observation, self assessments with learners and tutors.

18. To develop exit planning to identify funding and activities to sustain the service.
19. To work with part-time tutors to ensure high standard of teaching is provided for learners.

20. To monitor, observe and evaluate the teaching standard of part-time tutors.  This will be achieved by conducting regular appraisal and class observation to tutors.
Professional Development and Training

1. To advise and support students on placement. 

2. To behave in a professional and appropriate manner at all times

3. To deliver training to Wai Yin staff and volunteers as well as staff from outside agencies, as required

4. To attend relevant training as required by Wai Yin’s Business Plan. To take responsibility for own professional development in consultation with the line manager

5. To maintain and develop appropriate Information Technology skills

This job description is a guide to the main duties and responsibilities of this post. It may be subject to amendment as a result of consultation and agreement between the post-holder and their line manager. 
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