[image: habcheader]

JOB DESCRIPTION
	Job Title
	Qualifications Manager 

	Responsible to
	Senior Qualifications Manager 

	Responsible for
	Qualifications Team



1. JOB PURPOSE:
Reporting directly to the Senior Qualifications Manager. The Qualifications Manager will be responsible for supervision and support of the Qualifications team to ensure that all qualifications, apprenticeships and assessment materials are valid, developed to the highest quality and fit for purpose which will enable the business to meet its objectives and maintain compliance with regulatory requirements. The qualification Manager will be expected to operate with a high level of autonomy, proactivity interpreting regulatory updates and identifying improvements to ensure Highfield meets its compliance and strategic objectives.
MAIN RESPONSIBILITIES:
Working across internal departments and with external stakeholders to ensure all regulatory commitments are fulfilled and Highfield is recognised as a best practice Awarding Organisation by centres and regulators alike.
Supervision and support of the Qualifications team to ensure qualifications, end-point assessments and assessment materials are valid, current, reliable and meet the needs of customers and regulators. 
Supervision and support of the Qualifications team in the identification and management of risks and potential conflicts of interest associated with the design and development of assessments and qualifications. 
Independently and proactively plan, prioritise, and review Qualifications team workload and tasks in order to manage and achieve all objectives in an organised and timely manner in line with business requirements.
Carry out line management duties for designated team members, including documented monthly one to one meetings, performance management, matters relating to HR and monitoring inboxes during staff absences. 
Identify training needs, provide coaching, mentorship and support to the Qualifications team. 
Support the Senior Qualifications Manager to manage strategic priorities by scanning the horizon for new opportunities. 
Proactively propose solutions, agree improvements and additions to processes and work instructions with Senior Qualifications Manager and implement across the team.
Implement and manage quality sign off processes.
Develop, manage and review qualifications, apprenticeships and assessment materials according to Qualification Development processes, and that comply with industry and regulatory requirements.  
Develop supporting resources, which could include; learning, delivery, assessment and quality assurance material. 
Oversee, recruit, manage and work with specialist contractors and subject matter experts (SMEs) in line with current processes, to ensure qualifications, end-point assessments and associated materials are valid, current and fit for purpose.
Develop, review and implement quality management processes and support the management of ISO9001.
Manage and support audit activity. 
Represent Highfield and the Qualifications team at meetings and webinars.
Plan and deliver briefings to Highfield colleagues. 
Maintain effective communications with all stakeholders and customers. 
Anticipate and resolve problems effectively and proactively with constructive solutions and improvements.
Consistently demonstrate appropriate business and professional behaviours. 





Key Competencies
Excellent knowledge and understanding of vocational qualifications and apprenticeships.
Extensive (five years plus) knowledge and experience of the Awarding Organisation/education sector.
Excellent time, people, resource management and organisational skills.
Excellent attention to detail.
Excellent levels of literacy.
Excellent written and oral communication skills.
Excellent interpersonal skills.
Excellent project management skills with evidence of successful project outcomes. 
Good IT skills and understanding. 
Ability to work autonomously, using own initiative and as part of a wider team.
Ability to motivate team members, maintain high morale and good team dynamics.
Previous experience of leadership and management (desirable). 
Potential Progression
	Senior Qualifications Manager 
Director of Qualifications
The HIGHFIELD way of working
Think customer;
Be passionate about our products and services;
Be a team player;
Accept responsibility for your actions;
Be enthusiastic, honest and confident;
Listen and learn and respect confidentiality;
Be loyal and committed to the Company and your future within the Company; and
To respect all members of the team.
HIGHFIELD’s Commitment to you:
To build on your strengths and develop your skills;
To recognise the value of your contribution; 
To respect the balance between life and work; 
To maintain confidentiality;
To provide excellent working conditions, and;
To reward loyalty, commitment, innovation and outstanding performance.
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