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FET Centre Manager 
(with responsibility for the Youthreach Programme)
Job Description
Job Title:
FET Centre Manager (with responsibility for the Youthreach Programme)
Responsible to:
Further Education and Training Manager (Pathways), FET Management Team, Director of Further Education & Training and Chief Executive of LOETB
Hours of Work:
The FET Centre Manager will work 37 hours per week managing all provision in the centre in a flexible manner that may include evenings and other times in accordance with centre needs.  Attendance outside of office hours will be by prior agreement with the Chief Executive/Director of FET/Further Education & Training Management Team and will be offset against normal office hours of attendance
Location:
Clara Further Education and Training Centre, Clara, Co. Offaly
Duration:
Permanent Contract

Remuneration:
Remuneration for this post is in line with all Department of Education and Skills relevant Circular Letters
Salary Scale:
€39,394 - €65,268
Function of Job:

The Centre Manager will be responsible for the efficient and effective delivery of the Youthreach Programme and all human, financial and material resources assigned to it.  The Manager will also be responsible for supervising the integration and coordination and day to day management of all FET programmes, services and activities within the Centre. 

Functional Relationships:

The Manager will work in liaison, contact and co-operation with:

1. The CE, Director of FET, FET Manager (Pathways), FET Management Team and deputed officers of LOETB.

2. All members of staff in the Centre and the wider LOETB.

3. Partners in Education – learners, parents, employers and the wider community.

4. Organisations, networks and support services relevant to the educational needs of the Centre and its learners.

5. Staff and representatives of the Department of Education and Skills, SOLAS, QQI and other relevant bodies.

6. Other outside agencies e.g. N.E.P.S., Partnership Companies, Local Community Groups, DEASP, etc.

Key Duties:
1. Oversee the integration, co-ordination and day to day management of all FET programmes, services and activities within the Centre.

2. Develop, deliver and monitor the Youthreach programme, including curriculum development, discipline, administration of certification procedures, organisation of work experience, networking with other coordinators and centres and organisation of guidance and counselling supports.
3. Under the direction of ETB management, identify, develop, plan and evaluate responses to education and training needs, including the identification and implementation of indicators for education and training outcomes for learners.

4. Recruit learners to programmes using the LOETB admissions process.
5. Manage and supervise teaching and non-teaching staff allocated to the centre. 

6. Manage an annual budget within the financial framework of the ETB system.
7. Manage the premises, including health and safety.

8. Complete direct class contact hours in keeping with programme needs, as required by the ETB, subject to a maximum of 15 hours per week.

9. Work with Management and Staff to:

a) Develop a successful Further Education and Training Centre that provides a wide range of services for learners of all abilities and ages in line with the FET Strategy 2020 – 2024.
b) Agree and implement a Development/Implementation Plan for the delivery of full time and part time services.

c) Conduct an internal centre evaluation process as set out in the Youthreach Quality Framework.

d) Assess and monitor learner course work, attendance and progression.
10. Liaise with the local community and other appropriate agencies.

11. Establish partnerships with local schools and statutory and voluntary agencies. 

12. Perform other appropriate duties as assigned to you by the Chief Executive, Director of FET and                

      Further Education and Training Management Team. 

PERSON SPECIFICATION

Job Title:
FET Centre Manager (with responsibility for the Youthreach Programme)
Qualifications/Experience
Candidates should have: 

· A relevant qualification, preferably in a related area.
· At least 2/3 years’ experience of working with adult learners and/or early school leavers, preferably in a managerial capacity.
· A clear understanding of Quality Assurance and QQI.

Skills and Qualities

Candidates should have:

· Excellent managerial and communication skills.
· The vision, commitment and expertise to plan, co-ordinate and implement a vibrant and integrated education/training programme.
· The management acumen to successfully administer and develop all aspects of the Youthreach Programme.
· The capacity to manage and develop a successful integrated Further Education and Training Centre encompassing all FET Services as required.
· A commitment to continuous and ongoing personal professional development.
The programme requires staff that are flexible, multi-disciplined and experienced.  A high degree of motivation and commitment to the student-centered model of training is essential, as is a commitment to working with the target group.
COMPETENCY-BASED APPLICATION FORM

PLEASE READ ALL NOTES ATTACHED TO THIS FORM PRIOR TO COMPLETING THIS COMPETENCY BASED APPLICATION FORM

A Competency-Based Application Form requires you, the candidate, to describe some of your personal achievements to-date that demonstrate certain competencies (necessary skills and qualities) required for the position you are applying for (Leadership, Analysis & Decision Making, Management & Delivery of Results, Interpersonal & Communication Skills). 

All question areas must be completed.  Incomplete application forms will NOT be considered.

A definition of a skill or quality is given for each competency. You are then asked to describe a situation, from your own experience, which you believe is the best example of what YOU have done which demonstrates this skill or quality. It is essential that you describe how you demonstrated the skill or quality in question. 

You are advised to structure what you write so that you give specific information about what you have done - for example, do not simply say that “X was successful”, describe exactly what you did and how you demonstrated the skill or quality in question. 

For each example please include the following:

a. the nature of the task, problem or objective;

b. what you actually did and how you demonstrated the skill or quality (and, where appropriate, the date you demonstrated it)

c. the outcome or result of the situation and your estimate of the proportion of credit you can claim for the outcome.

Please do not use the same example to illustrate your answer in more than two skill areas.

PLEASE NOTE:  should you be called to interview, the Board may look for additional examples of where you demonstrated the skills required for this post so, you should think of a number of examples of where you demonstrated each of the skills.

A number of key competencies have been identified as being essential for the effective performance of the role and function of FET Centre Manager.

The competencies are as follows; 
1 Leadership

Ability to lead by example, clearly defining objectives and goals and delegating effectively, encouraging ownership and responsibility for tasks.  Actively contribute to the development and implementation of the strategies and policies of the organisation.
2 Analysis & Decision Making:  

Ability to make clear, timely and well grounded decisions on important issues, consulting appropriately to gather all information needed on an issue and takes a firm position on issues s/he considers important.

3 Management & Delivery of Results:  

Ability to plan and prioritise work in terms of importance, timescales and other resource constraints, re-prioritising in light of changing circumstances keeping the learner central to the work of the centre at all times.
4 Interpersonal & Communication Skills:  

Ability to engage effectively with a range of stakeholders, including staff, learners, members of the public, colleagues and other relevant bodies.
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