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Role Profile

	Role Title
	Team Leader

	Reports to
	

	Date
	March 2010


Purpose

As directed by a manager, to teach and to provide supervision of a curriculum delivery team, ensuring that all budget, quality and operational targets are achieved, in line with TMC policies and procedures.

Key Responsibilities

1. Teach designated hours, as required

2. Plan, lead and develop the curriculum area within the establishment to ensure compliance with the national curriculum framework, best practice and quality targets

3. Ensure that appropriate actions are taken and recorded to safeguard learners

4. Ensure that learner records are maintained in line with data protection and TMC policies.

5. Day to day management of delivery team in line with TMC policies and procedures.

6. Develop and mentor associate Tutors.

7. Lead in delivery of learner-focused provision.

8. Timely and accurate reporting on funding and compliance activity.

Key Result Areas

1. Achievement of delivery targets

2. Achievement of quality targets

3. Accurate and timely reports

4. Development of a motivated and flexible delivery team

Personal Attributes

Flexible

Pragmatic

Learner Focused

Qualifications, Skills, Experience

1. A teaching qualification at Level 4 (Level 5 – new standards)

2. A subject specialism Level 4 qualification (Level 5 – new standards)

3. Knowledge of curriculum development and developments at appropriate levels within subject specialism.

4. Track record of effective teaching or training experience in subject specialism

5. Track record of efficient administration in relation to accreditation and course requirements

6. Track record of effectively leading a team

7. Track record of working with learners who present with challenging behaviour

Team Leader

Competency Framework 

Delivering Change

Identifies and is responsive to improvements within the business

	Constructively questions established methods and procedures

	Enthusiastically accepts and promotes change

	Keeps an open mind, adapting rapidly to changes

	Tries out ideas suggested by others

	Implements change through consultation and planning


Providing Quality Service

Provides excellent service to business partners and customers

	Builds open, cooperative relationships with stakeholders

	Give cheerful, friendly service to stakeholders

	Identifies improvements to service standards

	Looks at all activities from a stakeholders point of view

	Puts self out to meet stakeholder requirements

	Takes responsibility for resolving stakeholders concerns


Achieving Goals

Ensures goals are met

	Remains positive when faced with set  backs

	Treats own deadlines and targets as personal commitments

	Takes pride in all work produced

	Willingly puts in extra effort when required

	Pushes self hard when faced with tough challenges

	Demonstrates enthusiasm and determination


Making Decisions

Makes informed decisions

	Gathers and analyses data methodically

	Isolates key issues within information and data

	Uses experience and precedent to guide decisions

	Back conclusions with logical analysis

	Bases decisions primarily on the benefits to the organisation

	Consults with others when making decisions


Planning

Effectively organises resources and time to deliver overall objectives

	Clarifies own understanding of what’s required

	Organises own work into a logical and practical sequence of activity

	Plans own time to increase personal productivity

	Checks quality of own work

	Progresses several issues simultaneously


Improving Performance

Actively seeks to improve own and others performance

	Discusses with others how to improve their performance

	Learns from own and others’ experience

	Readily shares own knowledge and experience

	Seeks, accepts and acts upon constructive feedback from others

	Actively seeks to acquire additional  skills

	Willingly gives constructive feedback and advice


Team Working

Works effectively with others

	Builds rapport with people

	Gains the trust and support of others

	Gives genuine recognition of contribution by others

	Helps out when colleagues have problems

	Develops ideas and solutions jointly with others


Communicating Openly

Ensures two-way communication in order to identify a way forward

	Listens to and considers others’ views

	Speaks with conviction on issues

	Presents a well prepared and reasoned case

	Shares information openly and honestly

	Questions to find out others real views

	Modifies personal style to suit the situation


