Threshold DAS 
JOB DESCRIPTION and PERSONAL SPECIFICATION
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Threshold DAS Ltd is a woman centred organisation and is affiliated to Welsh Women’s Aid, but also supports men, children and youth people. The CURRICULUM DEVELOPMENT Officer will work in accordance with Threshold DAS Ltd Policies & Procedures.
Post Title:

CURRICULUM DEVELOPMENT OFFICER 
Responsible to: 
Project Manager – LIMITLESS
Salary: 

£22,658 - £24,174 for 35 hours or pro rata for 21 hours 
Contracted hours: 
35 or and 21 hours per week will include evenings and weekend work

Contracted until 31st March 2021 continuation of the post is subject to funding.
We would consider a self-employed person. 


Main Duties
1. To work with women only accessing the educational project, to provide them with a variety of educational and training opportunities to allow them to move on with their lives and to up-skill.
2. Develop a range of accredited Agored Cymru units and qualifications from Entry Level 1 to Level 4 following Agored Cymru policies and processes.
3. Develop a range of resources to facilitate the successful delivery of the qualifications and accredited units, already delivered.

4. Develop the conversion of a range of accredited modules and qualifications from classroom resources to our on line learning portal ( Moodle Workplace)   

5. Provide schemes of work, lesson plans, workbooks and delivery methodology for all units and qualifications.
6. To plan and facilitate the development of new resources for our on-line learning portal. 

7. To consistently deliver high quality and innovative teaching resources and learning materials, allowing achievement and progression outcomes for all learners.

8. To ensure that the curriculum on offer meets the needs of learners, employers and local stakeholders now and in the future.

9. Develop, with the support of the Project Manager, new curriculum in relation to Domestic Abuse and Sexual Violence for Volunteers. 
10. To maximise staff utilisation and resources through astute financial management in order to provide a distinctive high-quality learner experience.

11. To embed an aspirational culture with learners and staff across the curriculum area.

12. Develop, field test and create fully developed curriculum and lesson plans including piloting of a range of subject matter.
13. Evaluate and enhance material for curricula as needed.
14. Collaborate with managers, and tutors to gain knowledge of work areas and topics required for training and develop curriculum requirements and programs designed to support organisational needs and objectives.
15. Conduct needs analysis to determine knowledge gaps that could contribute to performance issues and suggest solutions for resolution within the specified domain.
16. Collaborate with Learning Group(s) and Service Users to ensure corporate alignment of messaging, curriculum practices and learning tools.
17. Provide forecast of target learning materials and meets scheduled deliverables on time.
18. Maintain and contribute to the ‘learning library’ of content across broad time and modal domains.
19. Monitor completion of assigned learning and provide progress reports to managers; motivate staff and management to stay on track.
20. Work with tutors to produce a wide range of resources to prepare the delivery of a wide range of subject matter.
21. Work closely with management to evaluate processes to identify skills and areas needing improvement.
22. Handle high volume of training content and multiple projects with aggressive timelines.
23. Generate reports.
24. Develop and maintain training tools, including worksheets, templates, databases and reports.
25. Actively participate in learning opportunities and complete assigned curriculum in a timely manner: applies knowledge to continuously improve the learner’s experience.
26. Complete other projects and tasks as assigned by management.
27. Conduct needs analysis to identify skill gaps and make training recommendations.

28. Design, develop, deliver and evaluate training curriculum to support learning objectives that align with organizational goals.

29. Create and design instructor-led and on-demand learning modules such as e-learning programs and podcasts.

30. Support the development of an on-line learning portal and phone app.

31. Manage and execute all aspects of training, including communications such as class invitations; registration information; attendance confirmation; venue logistics and training administration such as program material preparation, catering, and vendor partnerships.

32. Work closely with the Marketing Manager and Project Management Team on the branding of new learning and development programs.

33. Research and manage training resources and vendor relationships.

34. Develop assessments to measure the effectiveness of the curriculum and learner performance in the workplace, integrating results into new and existing course curriculum.

35. Track and synthesize training data, report on metrics, and provide feedback and recommendations on enhancements and future offerings.

36. Summarize and disseminate data and findings through regular reports and presentations.

37. Maintain and curate the learning and development intranet page.

General Duties

1. Operate within the policies and procedures of Threshold DAS Ltd especially those relating to confidentiality and equal opportunities.

2. Participate in regular statutory and team meetings.  

3. Ensure monitoring information is accurately recorded and collated.

4. Undertake support and supervision as directed by their line manager.

5. Undertake training as directed by their line manager.

6. Any other duties as reasonably required by Threshold DAS Ltd.
Person Specification

	
	Essential
	Desirable

	Education/ Qualifications
	· A good degree in appropriate subject 2.1 or above.
· PGCE or PCET Certificate

· GCSE level pass in English and Maths or equivalent.
· Experiences of working with an on-line learning portal 

	· MA level

· Assessors award

· Basic skills qualification

· Have worked with the delivery of Agored Cymru provision previously
· Experience of working with Moddle or Moddle workplace.  



	Knowledge/Skills
	· Ability to design, develop and deliver functional skills training aligned with business goals and initiatives.
· Ability to recognise performance improvement opportunities and gaps and clearly identify and articulate options and tools available to help drive desired behaviour.

· Excellent verbal and written communication skills.

· Strong planning, organisational and time management skills with the ability to manage changing priorities, handle multiple projects, meet deadlines and adapt to a changing business environment.

· Ability to problem solve with minimal assistance.

· Computer skills- Microsoft Office, Word, Excel, PowerPoint.

· Detail-oriented and the ability to work in a fast-paced environment.

· Occasional travel may be required.
· Evidence of numeracy and literacy skills.
· Excellent oral and written communication skills.
· Ability to work to and meet deadlines. 
· Ability to work as part of a team or on own initiative.

· Understanding of Service User issues.

· Forward thinking, able to anticipate requirements.

· Able to use initiative and judgement. 

· Awareness of sensitive issues and ability to apply a high level of discretion and confidentiality.

· Flexible and adaptable approach to working. 

· Good Communication Skills

· To have a non-judgemental and non-directive attitude to service users.

· Full clean driving license and use of vehicle.

· Availability for weekend work if needed.
	· An ability to produce quality written work, reports.

· Experience of liaising with other agencies, both statutory and voluntary.

· A working knowledge of current legislation about Domestic Violence.

· Experience of working with Service users with Drugs/Alcohol Issues

· Experience of working with groups.

· Able to empower women.

· Knowledge of European Funding
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