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Job Description


Please complete all accessible boxes so that your submission is not delayed because of missing information

Managers please refer to the guidance on writing Job Descriptions & Person Specifications

	MMU Department:
	MMU Institute of Education 

	MMU Section:
	Division / Programme Area

	MMU Unit:
	Centre / Specific Programme

	Job Title:
	Principal Lecturer: ....

	Vacancy No:
	Recruitment Team
	Closing Date:
	Recruitment Team

	Grade:
	10

	Hours of Work:
	Full time

	Contract:
	Permanent

	Report To:
	Relevant Heads of Department, via Academic Division Leader for...../

Head of ...... Programme Area 

	Responsible For:
	The staff within the ..... team and .......

	Principal Accountabilities:

· To provide effective academic leadership and management of the ........, its academic staff, technicians and associated activity; and to contribute more widely to the development of the ....... Division / Programme.

· To teach on undergraduate and taught postgraduate programmes, particularly in the field of ..........  
· To support the Head of Department responsible for ....... in the effective development and delivery of staffing, resources and staff development / taught programmes; and to support the development of projects and activities as appropriate.
· To actively research and undertake scholarly activity, particularly in the field of ........, and to develop new areas of funded activity.  
· To develop, support and maintain successful partnerships with external agencies, professional establishments and ......../STEM Education.  



	Key Tasks:

Teaching & Learning Support

Lead teams and contribute personally to undergraduate and postgraduate ...... Programmes, as appropriate, in order to promote high quality teaching and learning.

Provide teaching, support and guidance to students ensuring that content, methods of delivery and learning materials meet defined learning objectives and needs of students.

Contribute effectively to the provision of a high quality personalised experience for students, including monitoring of student progression.

Take sole responsibility for the design and delivery of units and assessment methods ensuring that they meet Institute objectives and deliver coherent learning outcomes.

Take a lead role in challenging thinking and fostering debate in order to develop the ability of students to engage in critical discourse and rational thinking.

Lead the development of assessments to accurately measure students’ performance and understanding.

Lead and support colleagues and contribute personally in assessing, marking and feeding back results to students ensuring that learning objectives have been met and that feedback is constructive.

Lead teams and contribute personally in personal tutor duties, as required, and take responsibility for the pastoral care of allocated students, referring problems on where they are complex or serious.

Organise the supervision of the work/projects of undergraduate and post graduate students, as required, to support the development of their research skills.

Supervise the work of taught post graduate and research students, as required, to support their progress and completion.

Research Activities

Actively pursue research opportunities and other agreed scholarly activity in order to contribute to the  development of the field (as an academic discipline).

Prepare proposals and applications to external bodies to secure research funding and to generate additional income for the University.

Write and publish results of innovative research in the field to further the University’s standing in the HE sector and in the wider community.

Apply knowledge from scholarly research/activity to teaching, research and appropriate external activities.

Use inititative, creativity and judgement in the development of appropriate research methodologies that further scholarly activity in the area.

Act as a referee and contribute to peer assessment for appropriate journals.

Academic Enterprise

Develop internal and external partnerships in order to disseminate information, share best practice, establish opportunities for collaborative work and enhance the reputation of the University.

Represent the Head of Department as and when required.

Represent the Faculty on appropriate committees and/or working groups. 

Chair academic groups as appropriate to review practice and procedures and to plan the strategic direction of the department.

Influence and persuade colleagues to reach agreement on matters relating to programme planning, development  and organisation.

Lead and develop formal networks  that  benefit both the department and the Faculty through building relationships with external organisations and engaging in collaborative work/projects. 

Service Provision

Management of programme budgets and resources in consultation with the Heads of Programme Areas

Management of the quality of partnerships, including contribution to the management of Ofsted inspections.  
Develop effective partnership policies and practice, in conjunction with the appropriate University and Institute of Education colleagues.  

Develop and deliver an effective CPD policy for partnership schools, early years and alternative settings  and mentors that integrates with the aims of the IoE strategic plan

Develop, maintain, monitor and evaluate appropriate assessment structures relating to placement based training and experience, and to ensure that the Quality Assurance procedures relating to placement practice and assessment is consistent across programmes.
Develop and deliver an effective staff development programme related to the quality enhancement of Primary ITT partnerships.

Lead the design, review and adaptation of  module/unit content, in response to student feedback and and student need with a view to improving recruitment and retention.

Identify gaps in course content and programme structure and devise creative solutions that meet the requirements of  teaching frameworks and learning outcomes.

Collaborate with academic colleagues on subject/unit/programme development and delivery within the Institute and across the University (where appropriate) to ensure that the curriculum portfolio is current and that assessment procedures are relevant.

Develop appropriate and effective quality assurance procedures and contribute to papers and programme reviews, as appropriate, to ensure that University standards are met.

Lead and participate in cross-faculty working groups to review practice and procedures and plan strategic developments.

Develop links with other FEIs and HEIs, employers and professional bodies to foster collaboration and promote MMU in professional, business and wider communities. 

Liaise and negotiate with professional bodies and associations accrediting or validating programmes. 

Take responsibility for the dissemination of good practice and the management of systems associated with academic standards and quality enhancement throughout the Institute

Attend Institute, Partnership, Programme and Academic Division meetings, boards and committees in order to contribute to strategic decision making processes and to develop productive working relationships within and across teams.

Contribute to the development of the Institute’s strategic plan and the development of action plans to support implementation.  

Take a lead role in Institute strategic decision-making on issues such as student recruitment and retention and on changes to departmental activities, including the introduction of new programmes/assessment procedures.

Develop and provide support for visit days, open days, sixth form days and similar activities, interacting with parents and potential students in order to promote the Institute and gain a better understanding of student needs/expectations.

Manage effectively the demands of teaching, administration, research and scholarly activity for self and others in order to meet competing deadlines.

Take a lead role in assisting the relevant Heads of Department, the Heads of Programme

Areas and other senior colleagues with a partnership remit with the preparations for external

inspection events across the full range of the Institute’s programmes and with responses to

inspection reports

Take a significant role in supporting teams in quality self – evaluation processes across the full range of the Institute’s programmes.

Provide advice and support to programme teams on the updating and improvement of course documentation and guidance materials, as needed, in order to ensure compliance with university requirements and to enhance the student experience and support student progression.

Take a significant role in discussions about opportunities for strategic development of new programmes or areas of activity. 

Take a significant role in supporting teams in the implementation of initiatives or programmes, or significant projects in order that they are effective, achieve their objectives and are consistent with university expectations.

Develop appropriate publicity/marketing materials and liaise with the marketing team to raise the profile of the area of work locally, regionally, nationally and internationally, in line with departmental strategy.

Take responsibility for the pastoral care of students and the resolution of student complaints within a specified area,  referring problems on where they are complex or serious.

Teamworking

Provision of significant leadership and management of ITT Partnerships along with other

Senior colleagues with a partnership remit, Heads of Programmes and Programme teams in

order to ensure, enhance and strategically develop the provision of a high quality academic

and practical placement experience for students.
Work with the Heads of Department, the Heads of Programme Areas, other senior colleagues

with a partnership remit and with partnership stakeholders to develop a coherent cross –

programme partnership strategy which guides and is consisitent with partnership

developments at regional and national levels

Liaising, as appropriate, with the appropriate Heads of Programme Areas, other senior

Colleagues with a partnership remit and Principal Lecturer for Academic Standards and

Quality Enhancement in the preparation of the annual Monitoring and Evaluation exercise.  
Contribute effectively to the Institute of Education’s strategic planning process through the setting of targets and objectives in partnership and ensuring their realisation

Attend Faculty, Partnership, Programme and Division meetings/boards to  contribute to the decision-making process and to develop productive working relationships within and across teams.

Induct new starters to the department by providing support and training on the skills, processes, systems and activitites that are specific to the department.

Provide feedback to colleagues, via peer mentoring schemes, in order to support the development of self  and others and to ensure the continuous improvement of departmental performance.

Act to resolve conflicts within and across teams and work to develop effective internal and external working relationships.

Act as a mentor for new staff, offering advice and academic guidance as appropriate.

Assist the Head of Department in the professional development and review of staff within the department.

Participate in the recruitment and selection of new staff, as required.



	Miscellaneous:

You will ensure that appropriate management systems and procedures are in place to meet your health and safety duties and responsibilities contained within the University’s health and safety policy. In particular you will ensure that appropriate risk assessments are carried out in respect of significant hazards and that safety inspections are undertaken on at least an annual cycle in each workplace under your control.
You are responsible for applying the University’s Equal Opportunities Policy in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own areas of work.

You are expected to co-operate with the PDR process, engaging in the setting of objectives in order to assist in the monitoring of performance and the development of the individual.

You will assess the training and development needs of each member of staff under your control to ensure they are adequately supported in relation to their work responsibilities.

Such other relevant duties commensurate with the grade of the post as may be assigned by the Manager in agreement with you. Such agreement should not be unreasonably withheld.

You may, with reasonable notice, be required to work at any of the Manchester Metropolitan University sites. 

You are responsible for assessing and managing risk for all elements of work within your own area/team and for ensuring effective risk management processes are in place.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint. 



	Review:

This is a description of the job as it is presently constituted. It is the University’s practice periodically to examine job descriptions and to update them to ensure that they accurately reflect the job required to be performed, or to incorporate proposed changes. The procedure is conducted jointly by each manager in consultation with the individual whose job is being reviewed. All staff are expected to participate fully in such discussions. It is the University’s aim to reach agreement to reasonable change, but if agreement is not possible, it reserves the right to insist on changes to the job description after consultation with the individual concerned.



	Special Features:

Reasonable flexibility is required in the pattern of hours worked dependent on the fluctuating demands of the role.

Willingness to travel to fulfil the duties of the post
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Person Specification

	Job Title:
	Principal Lecturer: 
	Vacancy No:
	

	MMU Department:
	MMU Institute of Education 

	MMU Section:
	Division / Programme Area

	MMU Unit:
	Centre / Specific Programme

	In order to be shortlisted you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible.  Where we have a large number of applications that meet all of the essential criteria, we will then use the desirable criteria to produce the shortlist.

All disabled candidates who meet the minimum essential criteria will be included on the shortlist.



	Attributes
	Item
	Relevant Criteria
	How Identified
	Rank

	1 
	Skills & Abilities
	1.1

1.2

1.3

1.4

1.5

1.6

1.7


	Well developed leadership, management, administrative and interpersonal skills

Ability to convey complex information (both orally and in writing) to a range of diverse audiences  

Be able to lead quality enhancement and development of complex partnerships, monitor running of partnerships and take a principal role in strategic programme development and review

Ability to design and develop teaching and learning to enhance curriculum development and its delivery
Be able to lead and work as part of a team in the planning and delivery of materials (submissions, reports and schedules) connected with this area of work

Be able to undertake academic administrative activities/duties and meet required deadlines

The capacity to assist in successfully motivating and supporting colleagues in the pursuit of continuing improvement


	A / I

A / I / P

A / I

A / I

A / I

A / I

I


	E

E

E

E

E

E

E



	2
	General & Special Knowledge
	2.1

2.2

2.3

2.4

2.5


	Knowledge and understanding of the current developments in national and local policy in the field of ……. 

Knowledge and understanding of the current developments in national and local policy in the field of …….. education

Understanding of ……….

Understanding of …….

Understanding of ……….


	A, I, P

A, I

A, I

A, I

A, I


	E

D

E

D

D

	3
	Education & Training
	3.1

3.2

3.3

3.4

3.5
	 A relevant first degree 

A relevant professional teaching qualification

A relevant higher degree 
Evidence of continuous professional development 

PhD/EdD or similar research training/experience

	A/C

A/C

A/C

A, I

A, I
	E

E

E

E

D

	4
	Relevant Experience
	4.1

4.2

4.3

4.4

4.5

4.6

4.8

4.9

4.10

4.11

4.12

4.13

4.14


	Recent and relevant experience of ...... education and training

Record of being able to liaise effectively with internal / external partners, organisations and agencies in the promotion of the work of the Institute of Education

Evidence of having contributed significantly to programme and curriculum management including the deployment of staff and the allocation of resources

Experience of designing and delivering  programmes and of developing appropriate assessments 

A record of being able to liaise effectively with internal/external colleagues, organisations and agencies in order to assist the Institute to meet its obligations and goals in relation to academic standards and quality assurance and enhancement

Experience of challenging  ideas, fostering debate and encouraging students to develop skills in  critical discourse and rational thinking

Experience of assisting in the management of productive change

Initiative, academic leadership and good professional standing 

Experience of publishing results of research

Experience of preparing and submitting proposals/funding applications to external bodies  and of securing new income streams

Experience of providing pastoral support to students  

Experience of undertaking annual staff reviews/appraisals 

Experience of developing publicity/marketing materials  

	A / I

A / I

A / I

A / I

A / I

A / I

A / I

A / I

A / I

A / I

A / I

A / I

A / I
	E

E

E

E

E

E

E

E

D
D

D

D

D



	5
	Special Requirements
	5.1

5.2
5.3

5.4
	Reasonable flexibility in the pattern of hours worked dependent on the fluctuating demands of the role.

Commitment to working in partnership with other education and training providers e.g. schools
Willingness to travel to fulfil the duties of the post
Enhanced CRB clearance required upon appointment

	I
A / I
A / I

C
	E

E
E

E


	Date Revised: 
	Insert ...

	Key:
	How Identified
	A
	Application

	
	
	I
	Interview

	
	
	T
	Test

	
	
	C
	Copy of Certificates

	
	
	P
	Presentation

	
	Rank
	E
	Essential

	
	
	D
	Desirable


Reward & Planning Only

	Teaching, Research & Scholarship 4 
	10
	MH
	PA 1254
	27/11/2009



