
 

 
 
 

Quality Manager - Job Description 
  

Job Title:   Quality Manager 
  

Responsible to: Head of Teaching, Learning and Assessment / Managing Director 

Location: Brighton and Bexhill 

Hours and days: 9.15am - 5.15pm, Monday - Friday (flexible / reduced hours possible) 

Contract Type: Permanent Salary: £28k - £30k  

Application deadline: Monday, 5th November, 9am 

Interview Date: Tuesday 13th November 

Job Purpose:  
 

● Work alongside the Head of Teaching, Learning and Assessment to drive forward the 
improvement of Teaching, Learning and Assessment across the organisation so that Dv8 is 
recognised as a good or outstanding college. 

● Lead on the development and delivery of impactful Quality Assurance (QA) systems and 
processes to ensure high-quality teaching, learning and assessment (TLA). 

● Lead and manage the self-assessment processes. 
● Act as lead representative with awarding bodies, ensuring compliance, and that all 

curriculum planning meets the requirements of the qualifications. 
● Oversee the successful accreditation of vocational qualifications, English and maths 

throughout the organisation.  
● Lead the Quality Team and ensure they are effectively and efficiently deployed to develop 

and support continuous Quality Improvement (QI). 
● Coordinate, and support the TLA observation process. 
● Promote and monitor the effectiveness of strategies to promote Personal Development, 

Behaviour and Welfare across the curriculum. 
 
 
 
 



 
 
Key Responsibilities: 
 

● Work alongside the Head of Teaching, Learning and Assessment to drive forward the 
improvement of Teaching, Learning and Assessment across the organisation so that 
Dv8 is recognised as a good or outstanding college. 
 

○  Support the Head of TLA to ensure the teaching and learning observation 
programme is operated with rigour to produce accurate profiles, encourage 
continuous professional development and improve the learning experience. 

○ Lead and inspire teams to continually improve teaching and learning throughout the 
college. 

○ Provide clear direction and implement effective ways to share best practice 
across the college to make better use of our outstanding practitioners. 

○ Achievement rates – ensure that targets are set and agreed and that Dv8’s 
performance significantly exceeds national averages.  

○ Establish an ethos of high expectations in relation to student performance and 
achievement. 

○ Track in-year attendance, achievement, retention, transfers and withdrawals. 
Actively support/intervene in underperforming areas.  

○ Work with the Head of TLA to oversee the Course Performance Review (CPR) 
process, in order to ensure rigorous performance management of learning 
programmes against agreed targets. 

○ Advise the SMT and Dv8 Board on QA/QI strategy. 
○ Represent Dv8 Sussex at relevant area, regional and national events. 
○ Develop and review all aspects of the Dv8’s quality functions, including policies, 

processes and procedures, ensuring compliance with current legislation. 
 
 

● Lead on the delivery and development of impactful Quality Assurance systems 
and processes to ensure high-quality teaching, learning and assessment, and 
accreditation of vocational qualifications, English and maths.  
 

○ Manage the annual quality cycle of target setting, monitoring, control and 
review. This includes informal learning walks, formal observations of teaching 
and learning, course progress reviews, learner and staff surveys, internal and 
external verification of assessment, self-assessment report (SAR) and the QI 
plan. 

○ Work closely with the Management Information Systems (MIS)  team to 
ensure all recorded information is relevant, timely, accurate, up to date and 
informs decision making. 

○ Act as the lead contact for Awarding Bodies at Dv8 and ensure internal and 
external verification processes and curriculum evaluation procedures are 
managed effectively in relation to Schemes of Work, Assignment Briefs and 
assessed units for submission. 



○ Create and maintain an effective organisational Quality Calendar 
incorporating appropriate and timely observation, standardisation, IV and EV 
schedules. 

○ Provide 1-2-1 and small group coaching sessions to new teaching staff and those 
identified as requiring improvement to enable them to meet the required standard of 
teaching at Dv8 as per our internal QI processes. 

○ Work with the Head of TLA to ensure students receive quality careers education, 
information, advice and guidance (CEIAG). 

○ Monitor and record staff CPD, ensuring teachers are enrolled where appropriate on 
Dv8’s internal teacher training programme or accessing external training where 
appropriate.  

○ Ensure Dv8’s tutorial system (including the e-ILP) provides outstanding support 
for students. Evolve and apply a variety of measures to quality assure the 
tutorial provision. 

○ Seek to improve the learner experience by gathering student feedback and 
accommodating this in strategic planning throughout the year. 

○ Ensure that all assessment feedback informs learners how to maximise their 
grades and the processes are professionally standardised and meet 
awarding body requirements. 

○ Undertake rigorous analysis of attendance rates, retention rates, examination 
results, grade profiles, value-added measures and progression data and ensure 
that these are considered in teams and used to set improvement targets. 

○ Meet or exceed achievement rate target(s) so that DV8 Sussex secures a 
Good or Outstanding Ofsted grading. 

○ Support the Head of Teaching, Learning and Assessment to maximise 
learner potential and develop a culture of high expectations for 
achievement amongst staff and students. 

○ Support staff assigned to the Quality Team. 
 

● Lead and manage the College self-assessment process. 
 

○ Lead the QA/QI process and the production of the College Self Assessment 
Report (SAR) and Quality Improvement Plan (QIP) using timely and accurate 
data.  

○ Ensure the College’s procedures for self-assessment and the production of the 
annual self-assessment report are shared and understood by all staff. 

○ Work with staff to implement and continuously review the Quality Improvement 
Plan and ensure that the College meets QI targets. 

○ Regularly review and update the SAR and QIP to demonstrate continuous 
quality improvement in-year. 

○ Lead on the re-accreditation of the Matrix quality standard. 
 
 
The above job description relates to the post as it is envisaged at the time of publication. 
Dv8 reserves the right to alter the job description to include other duties that the Managing 
Director may consider reasonable and appropriate to this position. 
 
 



  
PERSON SPECIFICATION - Quality Manager 

  
Method of Assessment 
The table indicates the method by 
which the skills/knowledge/level of 
competence in each area will be 
assessed. 

Essential 
or 
Desirable 

Application  
Form 

Interview Presentatio
n 

Test 

Qualifications           

Educated to degree level in 
a relevant discipline. 

E X       

Relevant 
teaching 
qualification with 
extensive recent 
teaching 
experience. 

E X X     

Masters or other relevant 
post-graduate qualification. 

D X X     

A recognised management 
qualification. 

D X X     

Minimum of Level 2 
qualification in literacy, 
numeracy and ICT. 

E X X     

Holds QTLS status. D X X     

Relevant Quality Assurance 
qualification. 

D X X     

Knowledge / Previous 
Experience / Skills 

          



Understand post 16 
education  – policies and 
procedures, 
mission, vision, values and 
students. 

E X X     

Understand the practice, 
changes and trends in 
quality assurance and 
improvement in the FE 
sector as a whole. 

E X X X   

Substantial current 
management experience, 
including successful self- 
assessment, action 
planning and quality 
assurance systems. 

E X X     

Ability to understand, 
analyse and interpret data 
derived from college MIS 
systems, evolving suitable 
QI strategies to improve the 
centre’s performance as a 
result of this process. 

 
 E 

  
X 

  
X 

    
X 
 

 
Experience of holding 
quality reviews outside 
own institution. 

D X X     

A commitment to continuing 
professional development in 
the area of Quality and 
Teaching, Learning and 
Assessment 

E X       

 

Successful Teaching 
experience which includes a 
record of achievement in the 
post-16 education sector and 
an understanding of what 
constitutes outstanding 
teaching, learning and 
assessment 

  
E 

  
X 

  
X 

  
X 

  



Experience as a College 
Nominee. 

D X  X     

Personal Attributes           

Passion/ commitment to 
improving the quality of 
provision for learners 
and for staff by implementing 
best practice. 

E X X X   

Be equipped to model best 
practice and lead by example 
as an Advanced Teaching 
Practitioner 

E X X X  

      

Capability to make a significant 
contribution to the strategic 
planning of the College. 

E X X     

Appropriate level of 
organisational, ICT and 
time-management skills. 

E X X     

Ability to act as an effective 
representative of the college, 
remain 
flexible and maintain an 
enthusiastic approach to 
challenges. 

E   X     

Interpersonal and 
Communications 

          

Outstanding interpersonal, 
communication and negotiating 
skills. 

E  X       

Capacity to coach, lead and 
motivate both staff and 
students and work 
effectively within a team 
environment. 

E X X     

Commitment to, and an 
understanding of the Personal 
Development, Behaviour and 

E X X     



Welfare agenda in the context 
of post-16 provision.  

Willingness to undertake 
personal and professional 
development. 

E X X     

Ability to encourage 
participation and 
understanding of quality 
improvements in all. 

E X X     

  

In addition to the candidate’s ability to perform the duties of the post, the selection process                
will also explore issues relating to safeguarding and promoting the welfare of children and              
vulnerable adults. 


