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	Job Title
	Further Education and Skills Officer

	Department
	Student Recruitment and Growth

	Responsible To
	Director of Tertiary Student Recruitment

	Responsible For
	n/a

	Grade
	6

	Location
	UHI House, Inverness, or an agreed location within the UHI operating area

	Job Objective

	
Provide operational coordination, delivery, monitoring and reporting support to the Director of Tertiary Student Recruitment and UHI Academic Partner colleagues across the following key areas of work: 
1. Fulfilment of UHI’s responsibilities as the Regional Strategic Body (RSB) for Further Education (FE)
2. Development and implementation of a cohesive regional FE strategy, within the context of the UHI partnership’s developing tertiary academic structures and associated regional curriculum strategy development and planning processes.
3. Development, support and embedding of regional skills planning within UHI’s regional tertiary curriculum strategy and planning structures.


	Key Duties & Responsibilities

	
Working with the Director of Tertiary Student Recruitment and non-executive FE Regional Lead, support the fulfilment of UHI RSB responsibilities related to FE strategic leadership and securing coherent, high quality, fundable FE provision throughout the region.

Working with the Director of Tertiary Student Recruitment and Director of Finance, provide liaison, monitoring and reporting support across the UHI partnership in relation to the planning, allocation, monitoring and reporting of SFC FE teaching grant funding and associated credits.

Support the Director of Tertiary Student Recruitment in providing effective representation for FE and regional skills planning matters within UHI’s tertiary Academic Planning Committee (APC), including the coordination and delivery of effective RSB level planning, monitoring and reporting.

Working with Grants and Contracts Team colleagues, provide coordination, liaison, monitoring and reporting support in UHI’s fulfilment of SFC Flexible Workforce Development Funding (FWDF) and any other related SFC FE funding streams.

Working with the Director of Tertiary Recruitment and UHI FE academic partners, support the effective monitoring, reporting and self-evaluation of UHI performance against FE national measures and related FE priorities within the SFC’s Outcomes Framework and Assurance Model (OFAM).

Provide input, updates and effective representation for FE and regional skills matters across a range of key UHI partnership groups, forums and projects, including the preparation and delivery of papers and reports as required.

Provide support and effective representation across UHI’s tertiary curriculum planning structures to support the effective embedding and response to regional skills planning requirements within our curriculum.

Working with faculty and FE academic partner curriculum colleagues, support the development and delivery of effective FE curriculum and communities of practice within our tertiary faculty structures.

Develop and manage excellent working relationships with UHI academic partner colleagues across academic and professional services teams. 

Support the development and management of excellent working relationships with key external stakeholders on behalf of the UHI RSB with regard to FE and skills matters, including but not limited to SFC, SDS, HIE, Colleges Scotland and local authorities.

Identify, manage, and report on risks associated with the role.

Participate in the university’s performance and development review procedure.

Take due care of yourself and others in respect of health and safety.

Attend training courses that may be identified as necessary by your line manager.

Such other duties temporarily or on a continuing basis, as may reasonably be required, commensurate with your grade

	
This is a description of the job as it is presently constituted. It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed, and to incorporate any changes which have occurred or are being proposed. The review process is carried out jointly by the line manager and employee and you are therefore expected to participate fully in such discussions. In all cases, it is the university’s aim to reach agreement to reasonable changes, but where it is not possible to reach agreement the university reserves the right to make reasonable changes to your job description which are commensurate with your grade after consultation with you.
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