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	Job Description  

	
	Qualifications & Inclusion Manager

	
	Service:
Reporting to:
Period:
Location:
	Pheonix Learning Academy
Organisational Development Manager
52 weeks / 36 hours / wk
Field based / The Hub

	
	Salary:
	£45,452.16 PA

	
	
	


[bookmark: _Hlk67065909]Aims of the post:
To lead qualification development, inclusion support and quality assurance Phoenix Learning Academy, ensuring that programmes are inclusive, high quality, aligned to organisational principles and values, and deliver successful outcomes for learners.

Health & Safety:	

All Team Members have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.

Team Members are required to co-operate with management to enable Phoenix Leading and Care to meet its own legal duties and to report any hazardous situations or defective equipment.
	
Key Responsibilities:

· Act as the strategic lead for qualifications and inclusion within the Phoenix Learning Academy.
· Act as the school’s designated Special Educational Needs and Disabilities Coordinator (SENDCO), leading the day-to-day operation of SEND provision, including identification of need, provision mapping, Education, Health and Care Plan processes (if under 25), record keeping, professional liaison and support for Team Members to deliver inclusive practice that improves outcomes for Learners. Carry out initial assessments of learners, identifying learning needs and barriers, and recommend appropriate reasonable adjustments and support strategies.
· Ensure that inclusion is embedded across all programmes by developing guidance, resources and models of good practice for trainers and managers.
· Be the Designated Safeguarding Lead, stay abreast of all relevant safeguarding laws and inform policy and ensure compliance
· Lead on the review and continuous improvement of curricula for in‑house delivered qualifications, ensuring alignment with awarding body requirements and organisational principles, values and competencies. Work with relevant Ops Directors to lead curriculum planning groups with the Lead Trainer with representation from different settings within the business. 
· Research new qualifications, delivery models and funding scenarios (including apprenticeships, commercial delivery, grant funding and adult education funding) to inform strategic planning and maximise use of available funding streams. 
· Oversee a robust quality assurance process for all Phoenix Learning Academy learning, including observations, learning walks, work scrutiny and other QA activities.
· Monitor learner progress using systems such as Myrus, Onefile, BKSB and e‑portfolio platforms, intervening where learners are at risk of non‑completion or underperformance and coordinating targeted support.
· Work closely with colleagues in Quality, Operations, Finance and HR Ops to ensure that qualification delivery, curriculum and inclusion practices support organisational growth, regulatory requirements and the L&D strategy. 
WORKING IN PARTNERSHIP
· Partner Operational Leaders to understand current and emerging qualification, curriculum and inclusion needs and design creative, evidence‑based solutions. 
· Work collaboratively with trainers, assessors, workplace mentors and managers to ensure that teaching, learning and assessment are inclusive and responsive to learner needs.
· Liaise with awarding organisations, EPAOs and external quality assurers in relation to qualification recognition, centre approvals, quality reviews and curriculum changes. 
· Collaborate with Quality and HR Ops colleagues so that data on learner characteristics, needs, progress and outcomes informs curriculum and inclusion planning. 
· Work with the Administrator (ILR, Exams & Certification) to ensure accurate and timely ILR returns, and exam and certification administration.
TRAINING
· Design and deliver training, workshops and resources for trainers and managers on inclusive practice, reasonable adjustments and support for diverse learner needs.
· Support the development and delivery of Train the Trainer programmes to ensure that internal trainers deliver high‑quality, inclusive learning. 
· Contribute to CPD pathways for education and care colleagues, ensuring that qualification and curriculum requirements are reflected in professional development.  
· Maintain up‑to‑date knowledge of SEND, inclusion, qualification frameworks and funding rules relevant to the centre.
 
BUSINESS ANALYSIS, METRICS, REPORTING AND PROJECTS
· Develop and maintain systems and processes to record learner enrolments, progress, interventions and outcomes across all in‑scope qualifications. 
· Use data from Myrus, BKSB and Onefile and e‑portfolio systems to produce reports on learner progress, achievement, inclusion and quality for internal stakeholders. 
· Analyse trends in participation, achievement and withdrawal to identify areas for improvement in curriculum design, support and inclusion. 
· Lead and contribute to projects related to new qualification approvals, curriculum development and funding bids, providing expert input on inclusion and quality. 
HEALTH, SAFETY AND WELLBEING
· Be aware of the overall responsibility leaders have for health and safety arrangements within the service and the wider organisation.
· Take reasonable care of your own health and safety and that of others who may be affected by your work, including learners, visitors and colleagues.
· Follow the organisation’s health and safety policies, procedures and training at all times.
· Immediately report any health and safety concerns, incidents or near misses to your manager.
RELATIONSHIPS
· Establish and maintain professional, supportive relationships with learners, trainers, assessors, operational managers and external partners.
· Act as an accessible source of expertise on qualification and inclusion matters for colleagues across the organisation.
· Always represent the organisation and its Learning & Development offer, including qualifications within The Phoenix Learning Academy in a professional and positive manner.

PERSONAL RESPONSIBILITIES
· Maintain a clear understanding of, and comply with, the legal and regulatory frameworks relevant to qualification delivery, SEND, inclusion and quality (including safeguarding, data protection, OFSTED, ESTYN, DFE, ESFA and funding compliance). 
· Understand your responsibilities for safeguarding and promoting the welfare of children, young people and adults at risk, and follow organisational policies and procedures.
· Maintain appropriate confidentiality of information relating to learners, employers and colleagues, and comply with Data Protection and UK GDPR requirements.
· Take responsibility for your own professional development, including attending mandatory and role‑specific training and keeping knowledge current.
MANAGEMENT
· Provide matrix leadership and guidance to Trainers and Assessors on qualification and inclusion matters. 
· Contribute to the induction, probation, line management, supervision, appraisals and development of Trainers, Assessors and other Team Members involved in delivering qualifications. 
· Financial decisions are expected to be mindful of value for money and you should plan for the effective use of funding and resources.


Person Specification
APP – Application          INT = Interview          AST = Assessment

	Essential Criteria
	Measurement

	
	APP
	INT
	AST

	Educated to degree level (or equivalent)
	
	
	

	Prepared to undergo Designated Safeguarding Lead (DSL) training
	
	
	

	Holds a relevant L3 Safeguarding qualification or prepared to work towards
	
	
	

	Literacy and numeracy qualifications at least Level 2
	
	
	

	Experience of teaching in a further education / private training provider setting 
	
	
	

	Experience of adult education Apprenticeship curriculum delivery planning and administration and accreditation
	
	
	

	Significant experience of qualification development and curriculum design within education, care or training settings
	
	
	

	Experience of conducting initial assessments and developing support strategies for learners with diverse needs.

	
	
	

	Strong understanding of SEND, inclusion and reasonable adjustments in relation to teaching, learning and assessment.

	
	
	

	Experience of leading or contributing to quality assurance processes such as observations, learning walks and work scrutiny. 

	
	
	

	Ability to interpret and apply awarding body requirements and qualification specifications.

	
	
	

	Excellent written and verbal communication skills.
	
	
	

	Good IT skills, including confidence using learner management and reporting systems. 

	
	
	

	Excellent organisational skills, with the ability to plan, prioritise and meet deadlines. 

	
	
	

	Understanding of, and commitment to, safeguarding, equality, diversity and inclusion.

	
	
	







	Desirable Criteria
	Measurement

	
	APP
	INT
	AST

	National Award for Special educational Needs Coordination 
	
	
	

	Full teaching qualification (PGCE or equivalent)
	
	
	

	Relevant teaching, SENDCo or inclusion qualification (for example QTS, Level 7 SEND, NPQSEND or equivalent or willing to work towards).

	
	
	

	Experience of working within a school, college, training provider or similar learning environment. 

	
	
	

	Experience of apprenticeships, ESFA funding rules and/or adult education budget.

	
	
	

	Experience of working with e‑portfolio systems and learning management systems. 

	
	
	

	Experience of leading projects related to new qualifications, curriculum design or funding bids.

	
	
	











	Organisation Values
	Measurement

	
	APP
	INT
	AST

	Honesty
	Mutual honesty is the cornerstone of any relationship we build with the people we work with.
	
	
	

	Empathy
	We work to understand and empathise with all the individuals we care for – it is important we show empathy and not sympathy.
	
	
	

	Aspiration
	We work to assist all individuals aspire to achieve their goals and outcomes.
	
	
	

	Respect
	We treat others in the same way we wish to be treated and to build shared respect.
	
	
	

	Teamwork
	We strive to provide consistency in our approach through effective teamwork and to bring the best out of each other.
	
	
	





COMPETENCY FRAMEWORK – CORE
· Demonstrates fortitude in actions and personality.
· Continued focus on people we support and engage with (including learners and employers).
· Communicates and interacts with colleagues positively.
· Takes responsibility for personal practice and development.
· Strives for quality improvement.
· Delivers functional competencies as set out in this job description.
VALUES
· Nurture – To support, cherish and encourage the individual based on their own opportunities now and into the future.
· Flourish – To provide the right environment and encouragement for each individual to make their own unique achievements.


These duties are not considered exhaustive and may be amended at any time to reflect the evolving needs of the organisation.
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