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Job Description/Specification

Professional Development (PD) Coordinator – Grade VII
General Terms and Conditions

Reporting to: 
Director of FET / FET Manager
Nature of Post:
Fixed Purpose Contract (3 years) - 35 hours per week
Place of Work:

Portlaoise  (the post will require travel within the LOETB area)

Salary Scale:
€51,853 - €67,411 (Grade VII)
The ETB PD Coordinator will ensure:  
· Development of PD projects proceed with maximum impact across LOETB

· Consistent implementation of relevant FET PD recommendations across and within ETBs;
· ETBs are supported in continuous improvements pertaining to FET PD recommendations;
· FET PD initiatives are evaluated, and learning disseminated and embedded;
· Erasmus Projects for FET Centres and Services are administered and coordinated appropriately, in line with LOETB’s strategic objectives.
PD Coordinator Role 


The PD Coordinator will work as part of a multi-disciplinary team, to design, establish and support effective and efficient infrastructures for the development of PD within the ETB. 

The PD Coordinator is responsible to the Director of FET / FET Manager or their nominee for the efficient performance of tasks as agreed. Outlined below are the appropriate current tasks, which may change from time to time, as the needs of LOETB require.

Key Tasks

1.1 Promote and support a collaborative, co-operative and integrated approach to improving the effectiveness and efficiency of staff professional development across the ETB sector.
1.2 Maintain a systematic and coherent staff professional development framework inclusive of plans, policies and procedures and monitor their implementation across the FET sector.

1.3 Develop, coordinate and deliver a range of innovative staff professional development activities (including Technology Enhanced Learning), resources, events etc. to support staff in their teaching, learning and assessment roles across the LOETB.
1.4 Promote and support staff engagement with relevant internal & external Communities of Practice.
1.5 Support staff in the design, delivery and evaluation of learning programmes and resource materials, using a wide range of training and development techniques.
1.6 Develop and maintain a database of staff professional development initiatives collated across LOETB provision, centres, providers, etc. 
1.7 Arrange for information on available staff professional development events to be uploaded on internal and external databases and communication portals.

1.8 Coordinate staff professional development, validation and approval processes, as they relate to the ETB FET sector.
1.9 Provide advice and share information with all those tasked with coordinating/managing FET provision, and other key stakeholders, of on-going staff professional developments and requirements, as they relate to the delivery of FET provision and support services.
1.10 Work with other FET team members and key external stakeholders to explore consolidation possibilities across the FET as they relate to:

· Staff Professional Development.

· QA Agreements

1.11 Use social media to promote staff professional development activities and events.
1.12 Document good practice in Staff Professional Development within LOETB.
1.13 Represent the ETB FET sector on relevant external partnerships.
Selection Criteria:

Qualifications/Experience

Essential

· have the requisite knowledge, skills and competencies to carry out the role. 
· be capable and competent of fulfilling the role to a high standard.

· have obtained at least Grade D3 in five subjects in the Leaving Certificate Examination (higher, ordinary, applied or vocational programmes) or equivalent or have passed an examination at the appropriate level within the QQI qualifications framework which can be assessed as being of a comparable to Leaving Certificate standard or equivalent or higher or have appropriate relevant experience which encompasses equivalent skills and expertise.
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