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JOB DESCRIPTION
_________________________________________________________ 

Development Officer - ROLE DESCRIPTION/BACKGROUND:

Applications are invited from suitably qualified and experienced staff to fill the role of Development Officer. The successful candidate will initially be involved in FET Quality Assurance duties and will lead the QA unit in providing county wide QA support to Donegal ETB FET Centres and Programmes, and also provide development and management support for cross-centre Donegal ETB Quality Assurance processes as the organisation moves towards a common approach to quality assurance as part of our statutory obligation with QQI.

The  Development Officer  will  initially be responsible, under the direction and guidance of the Director of Further Education & Training and/or the Chief Executive, and in co-operation with other FET managers and staff, for  provision of  a Curriculum / Assessment / Quality Assurance support service as described in the Quality Assurance System in respect of all Further Education  and Training activities.

The Development Officer will assist and offer support to the 13 FET Centres and FET Programmes delivered on a full time and part time basis on all local and national QA matters and other awarding body requirements– for example QA procedure implementation and review, learner qualification registrations assessment and certification, self-evaluation, monitoring of the QA system, internal and external stakeholder engagement and continuous improvement initiatives.

The  Development Officer  will additionally manage Cross-Centre QA improvement processes in areas such as Internal Verification, External Authentication, Results Approval, External Appeals, Self-Evaluation, Programme validation, Qualifications approval, PLSS and Programme Development within the PLSS, PLSS Reporting and FARR reporting and analysis of data, Technology Enhanced Teaching and Learning, Employer engagement, Internal Monitoring, Curriculum/documentation control, Standardisation of assessment techniques, standards, and the sourcing/development of teacher and learning support materials.

The Development Officer will report to the Adult Education Officer with responsibility for quality assurance.

DONEGAL ETB:
Donegal Education and Training Board (ETB) is a statutory body which was established on 1st July 2013 under the Education and Training Boards Act 2013 to replace the Vocational Education Committees (VECs).  

This legislation has created a new structure to support the evolution of service delivery, not just in schools under the direct governance of an ETB, but in the wider education and training sector, which has followed on from the establishment of SOLAS, the further education and training authority. 



OVERVIEW OF MAIN SERVICES CARRIED OUT BY DONEGAL EDUCATION & TRAINING BOARD:

The Board’s Educational & Training Services include:-

· Full-time education in 15 Post Primary Schools/Colleges 
· Outdoor Education Centre at Gartan, Churchill
· Eleven dedicated Further Education & Training Centres located throughout the County
· 2 Training Centres in Letterkenny & Gaoth Dobhair together with extensive county wide Contracted Training Provision
· Five Youthreach Centres
· Training Provision & Apprenticeships
· Part-time provision for adults in schools and numerous community based centres 
· A Youth Services Programme which supports voluntary Youth Groups, Local Youth Projects and Youth Services to provide education, developmental and recreational programmes for young people
· Local Music Education Service 

STAFF 
Donegal ETB employees a total of 1,423 staff 

In delivering its services, the Board works proactively with a range of other bodies at local level, particularly in relation to social inclusion initiatives, with a view to ensuring that its provision is satisfactorily integrated with that of other education and training providers and with other agencies with responsibility for related services so that the benefits to the various client groups are optimised.

KEY RESPONSIBILITIES
To participate, under the direction and advice of the Director of Further Education & Training and/or the Chief Executive, and in co-operation with other DETB FET managers,  in the organisation, co-ordination and monitoring of any activities which may be involved in or arise out of the appointment within the Board’s scheme, as the Chief Executive may decide.  The specific duties will initially include, but may not necessary be confined to the following:

DUTIES AND RESPONSIBILITIES

· Develop and manage an integrated Quality Assurance and Management system for all DONEGAL ETB Further Education and Training provision.

· Develop a quality culture that permeates all centres and schools for the benefit of the learners, staff and the local, regional and national community of FET learners.

· Ensure that appropriate and transparent governance and management structures are fully supported to guarantee continuous progress in implementing and supporting quality assurance and improvement measures.

· Develop and implement appropriate policies and procedures, operational guidelines and ongoing monitoring and reporting structures for quality assurance.
· Liaise with and report to FET Senior Management Team and Quality Assurance Working Group on matters relating to Quality Assurance: development, implementation and management.

· Implement and maintain procedures relating to the approval, monitoring and review of programmes.

· Prepare and submit management reports in required formats to meet the requirements of QQI, SOLAS, DES and other bodies as appropriate and required.

· Communicate quality assurance standards and provide guidance and supporting information on quality standards and systems for staff.

· Prepare and disseminate statistical reports relating to quality assurance of FET programmes, identifying, reviewing and analysing critical performance indicators.

· Represent Donegal ETB as required with: certifying agencies, national forums – ETBI/QQI QA Forum and associated collaborative working groups.

· Chair the Donegal ETB  Quality Assurance Working Group if required
· Manage Quality Assurance Unit staff – QA Support Officers, Training Standards Office staff and FET QA coordinator and administration staff. 

· Monitor QA policy and procedural documentation across the FET division, systematically analysing documentation and data in order to review practice and identify issues to be addressed and implement a robust system of document version control.

· Work in collaboration with FET management and staff team towards the development of an integrated FET QA service.

· Develop reports for FET senior management team from appropriate research (FARR parameters, Regional Skills Forum, EGFSN etc.) on programmes that will assist the ETB in the programme planning process on a short, medium and long term basis based on a sound rationale and training needs analysis of occupational/sectoral areas.

· Provide assistance to the QA Unit and QA staff with the Development and Review of Programme/Course Specifications / Assessments and Training Plans/Indicative content for all FET Programmes.

· Cooperate and assist with the provision of information for the Programme Evaluation Process.

· Assist the FET management team in the identification of Staff Development risks and proposed solutions when introducing of New or Revised programmes / courses.

· Administer systems and control the application of assessments and certification processes for all FET Provision. 

· Review, Analyse, develop and manage Donegal ETB cross-centre Quality Assurance Functions in the provision of relevant and timely advice, information and support on matters relating to: 

· Programme/Course Design, Delivery and Review
· PLSS programme database
· PLSS course/programme scheduling 
· Quality assurance helpdesk and continual improvements for the QA of the ETB
· Implement a QA knowledge base for the ETB.
· Organise and Maintain Fair and Consistent Assessment of Learners and the assessment processes through the centres and programme staff
· Processing of certification within the RCCRS and PLSS 
· Teaching/training materials 
· Training aids 
· Technology Enhanced learning
· Methodologies and practices to meet the requirements of the certifying agencies associated with the delivery of FET programmes

· Review, Analyse, develop and manage in-centre Quality Assurance Functions including:
· Recruitment, selection, induction.
· Communications
· Teaching and Learning
· Internal Assessment
· Internal Verification

Participate on the Local Results Approval Panel, which includes the following:
· Administer the record system to process the provisional assessment results for the Results Approval Panel 
· Prepare reports for the Results Approval Group as required
· Maintain the Results Capture System and QBS results entry through the IT systems such as the PLSS
· Organise the request of certificates from the certifying body after the provisional results have been approved in conjunction with the programme staff/centre managers.

Produce statistical reports and analysis relating to programmes and certification of all FET programmes including the following:
· PLSS programme planning reports
· Collating statistical data for FARR for the planning and utilisation reports
· Reports on programme results as requested
· Quarterly reports on Internal Verification of Assessment Processes and Results
· Reports on the Results Approval Process
· Reports to the external authentication process and feedback to staff and centres.

·   Follow up on any recommendations from the Results Approval group and the Quality  
     Assurance Oversight Group

· Undertake any other duties  and projects as requested by CE/Director of FET/AEO
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