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Job Description
Deputy Cluster Manager

For more general information about working at Launch2Learning please refer to the Candidate Information Leaflet and the Information for Applicants issued with this job description.

	Job Title
	Deputy Cluster Manager located in Keller Cluster (Melksham, Maud Heath)

	Accountable To
	Cluster Manager 

	Job Term
	Fixed term- Maternity cover

	Job Purpose
	To provide support the day-to-day administration of students and line manage Admin

	Start Date
	October 2026



This job description details the responsibilities of the post, but does not direct any particular priorities or amount of time to be spent carrying out the duties. It is not prescriptive, nor necessarily a comprehensive definition of the post. As such, it may be subject to amendment, after consultation, to meet the changing needs of Launch2Learning

Launch2Learning is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and we expect all staff to share this commitment and undergo appropriate checks. All posts within the organisation are therefore subject to an enhanced DBS and barred list check.

Our aim is to empower, educate, inspire, and engage our learners to equip them with the skills and knowledge needed to flourish. Providing real pathways to the future that all young people deserve.

Key Outcomes
To work in a supporting capacity to the Cluster Manager
To support all external organisations and individuals to the highest standard in co-ordination with the Cluster manager
To contribute fully to the ethos and values of Launch2Learning
To be a learner themselves, reviewing and developing their practice and furthering their professional and career development

Responsibilities for Deputy Cluster Manager
· Develop a fantastic working relationship with Commissioners at both school and Local Authority level in co-ordination with the Cluster Manager
To support with providing clear communications between Launch2Learning and home (parental engagement)
To support the induction of New Students  
Support Cluster Managers with student concerns and information
Deliver a 0.5 teaching timetable allocation to a high standard
To collate and claim for the AQA unit awards within the cluster
Line Manage Cluster Admin team.
· To undertake training to fully learn the roles and responsibilities of the admin team
· Take responsibility for training and monitoring and Quality Assurance for our small team of administrators
· Work with the admin team on day to day running of centres
· Line Manage Cluster Admin team – including performance management and appraisals
· Contribute to a vibrant, dynamic, supportive community

Professional Development
To participate in Launch2Learning’s performance management and appraisal arrangements
In consultation with their line manager, to take responsibility for their continuing professional development and improve their practice and further their own learning 
To work with other staff at Launch2Learning to support, challenge and motivate each other and to develop and improve each other’s practice 
To support the communicate and liaising effectively with parents and carers, other education providers and external agencies as required, bringing about positive partnerships

Other responsibilities
To be part of a staff which develops a culture that promotes personal development and independent learning with an ethos of challenge and support, enhancing students’ resilience and confidence
To actively promote the inclusive nature of Launch2Learning and contribute to the organisation’s pastoral care and safeguarding of students
To act as an advocate for Launch2Learning within the local community
To undertake the role of Deputy Designated Safeguarding Lead
To occasionally provide cover for tutors or admin, as and when needed
To carry out other such duties as are reasonably required by their line manager


Person Specification follows below.


Person Specification
Deputy cluster Manager

	
	Essential
	Desirable
	Assessment

	Qualifications

	GCSE Grade C or above in 5 subjects including English and Maths
	ü
	
	Application

	A degree level qualification
	ü
	
	Application

	QTS or suitable alternative
	ü
	
	Application

	Experience

	Working in a fast paced, environment
	ü
	
	Interview

	Line Managing
	
	ü
	Interview

	Work in an educational environment
	ü
	
	Interview

	Computer Literate- MS Teams, Microsoft Package, Information Systems
	ü
	
	Interview

	Personal Qualities

	Ability to build and maintain quality relationships through effective communication and professional integrity 
	ü
	
	Interview

	Able to inspire trust and confidence across the whole community
	ü
	
	Interview /
Reference

	Able to successfully lead change and inspire others
	
	ü
	Interview

	Able to demonstrate excellent written and oral communication skills
	ü
	
	Interview /
Reference

	Possess strong personal presence and able to act as a successful ambassador for Launch2Learning
	ü
	
	Interview /
Reference

	Demonstrate enthusiasm and a capacity for sustained hard work with energy, vigour and resilience
	ü
	
	Interview /
Reference

	A good sense of humour 
	ü
	
	Interview

	High levels of integrity, compassion and trust 
	ü
	
	Interview /
Reference

	Supporting the calm, friendly, student led environment that is the bedrock of our community
	ü
	
	Application/
interview/
reference

	Confident in solution based, supportive conversations
	ü
	
	Application/
Interview/
Reference

	Able to work flexibly across the Cluster’s centres
	ü
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