[image: A picture containing drawing

Description automatically generated]
Programme Manager – Professional Development 
The Programme Manager is a key role within Ormiston Academies Trust’s central Professional Development team. The role provides an excellent programme experience for colleagues undertaking the Early Career Framework and National Professional Qualifications. 
Through exceptional organisation and strong programme management, the postholder will manage these programmes from recruitment and registration through to completion. They will act as a central point of contact for participants and schools, while working closely with lead providers to ensure programmes run smoothly and colleagues receive the support they need to succeed.

Department: Professional Development 
Manager: Head of Professional Development 
Flexible working: Home based with occasional travel to attend events or visit OAT academies or offices. 
Salary: OAT Central 15-17 (£40,648 - £43,694 per annum)

Grade: TBC









What you will deliver
Programme delivery and participant experience
· Manage the central delivery of OAT’s ECF and NPQ programmes from recruitment and registration through to completion. 
· Ensure participants understand programme expectations, deadlines and attendance requirements. 
· Maintain programme plans and calendars, resolving or escalating delivery issues. 

Communications and support
· Provide clear, timely communications through email, handbooks, learning platforms and calendar invitations. 
· Act as the central contact for participants, schools and delivery partners. 
· Manage enquiries, complaints, deferrals, transfers and withdrawals. 

School and stakeholder engagement
· Support schools to meet ECF and NPQ requirements, following up incomplete actions, absences and low engagement. 
· Build effective relationships with school leaders, lead providers and the DfE. 
· Provide clear guidance and escalate concerns when needed. 

Events and learning
· Co-ordinate training events and briefings, including venues, facilitators, materials and joining instructions. 
· Manage registrations and attendance, providing support on the day. 
· Gather feedback to improve future delivery. 

Data, reporting and quality assurance
· Maintain accurate participant and programme records. 
· Track recruitment, attendance, engagement, retention, satisfaction and completion. 
· Produce reports and complete provider and DfE submissions accurately and on time. 
· Coordinate relevant Ofsted arrangements and maintain clear evidence. 
· Use data and feedback to improve programmes and support talent planning. 

Finance and departmental coordination
· Monitor programme budgets and forecasts, maintaining a variance below 2%. 
· Coordinate contracts, purchase orders, invoices and supplier payments. 
· Organise meetings, record actions and maintain shared programme resources. 
· Provide wider support to the department as required.
Your skills and experience 
Qualifications
· Degree or equivalent relevant experience. 
· Project or programme management qualification is desirable. 
· GCSE English and maths at grade 4/C or above, or equivalent. 

Experience
· Experience of managing and delivering programmes. 
· Experience of providing accurate administration in a busy environment. 
· Experience of managing competing priorities and deadlines. 
· Experience of working with a range of internal and external contacts. 
· Experience of producing reports, presentations and meeting minutes. 
· Experience of working in education or professional development is desirable. 

Knowledge and skills
· Excellent organisation and attention to detail. 
· Strong written and verbal communication skills. 
· Confident using Microsoft Office, particularly Excel and PowerPoint. 
· Able to maintain accurate records and handle confidential information. 
· Able to work independently and as part of a team. 
· Flexible, practical and able to solve problems. 
· Willing to take initiative and improve ways of working. 

Values
· Commitment to Ormiston Academies Trust’s purpose and values. 
· Belief in the potential of every student. 
· Passion for supporting teachers and future leaders. 
· Commitment to high standards and continuous improvement.
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