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MINISTRY OF EDUCATION & YOUTH 
CAREER OPPORTUNITY

Applications are invited from suitably qualified persons in the Ministry of Education and Youth to fill the following contractual position:
Director, Quality Assurance (Level 9)
National College for Educational Leadership (NCEL)
Job Purpose 

To provide strategic and operational direction for the quality assurance of National College for Educational Leadership’s (NCEL’s) programmes, from design to assessment while assuring excellence in the standards and quality of programmes as well as to ensure trainees receive a high quality experience from their participation in the programmes.  

Key Responsibility Areas:

Technical / Professional:
· Leads the development of the quality assurance framework ensuring it is aligned with the University Council of Jamaica quality assurance frameworks and promotes specific innovations in schools leadership and management; 

· Researches and analyses quality assurance and standards including external benchmark standards, innovations and best practice within the academic, professional and business sectors to inform the periodic review of the Quality Assurance Framework to ensure it is fit for purpose and continues to meet the needs of NCEL and its stakeholders; 

· Plans and coordinates the conduct of quality audits of franchisees; analyses auditors’ findings and uses them to guide development of material to assist franchisees in improving and achieving established standards; 

· Plans and coordinates/conducts quality audits on programmes and supporting mechanisms (e.g. case management system) ensuring full inclusion of relevant trainees feedback; evaluates and shares findings with Programmes Division, provides assistance and guidance to them as necessary to improve compliance; 

· Monitors the implementation of recommendations/decisions arising from external quality audits providing guidance where necessary to the Programmes Division to allow the College to become compliant and or achieve established quality standards; 

· Develops position papers and publications on quality assurance to keep NCEL in line with current trends;
· Assists the Programmes Division with applications for accreditation of progammes; 

· Provides support and technical guidance to the CEO on quality assurance as well as in identifying and selecting institutional service providers and franchisees for programme delivery; 

· Contributes to the development of the annual research agenda, ensuring adequate coverage of the research needs of the Division; 

· Collaborates with Research & Business Development to identify and develop new initiatives to support the strategic direction of the College; develops proposals and engages potential donors to solicit funding and/or other assistance to support for programmes; 

· Collaborates with and forms relationships with other educational agencies locally and internationally to keep abreast of general trends in quality assurance and educational leadership to enhance the work of NCEL and also to identify opportunities for establishing partnerships and alliances. 

Management/Administrative:
· Develops and implements the Division’s operational plan and budget; ensuring alignment with the College’s strategic objectives; monitors to ensure the Division is on target to achieving established objectives; 

· Contributes to the development and periodic review of NCEL’s mission and strategic direction; 

· Contributes to the design and maintenance of a database of service providers including a pool of quality assurance practitioners; manages the selection and monitors the performance of service providers engaged to the Division to ensure they are compliant with established standards and terms and conditions of their contracts.  Liaises with the Programmes Administration Unit to ensure necessary documentation and contract arrangements are completed; 

· Develops and periodically reviews operating policies and procedures for the Division; 

· Contributes to the development of records and information management framework ensuring adequacy of the system to capture, store and reproduce Quality Assurance data; oversees and ensures timely input of data from Quality Assurance activities and general compliance with the records management procedures; 

· Represents NCEL at meetings, conferences and other occasions as directed ensuring the College maximizes its opportunities to play a constructive role in quality assurance initiatives within school leadership as well as the wider tertiary education community. 

Human Resource: 

· Develops and manages the performance of the Division and its staff, including transferring skills, motivating staff through coaching and mentoring, arranging for training, setting performance targets, monitoring performance, providing feedback to staff and initiating corrective action where necessary to improve performance;
· Promotes the building of institutional knowledge for the Division by ensuring that established systems and procedures are documented and disseminated; 

· Participates in the recruitment and selection of staff and recommends movement when appropriate;
· Approves vacation, sick and departmental leave for staff in the Division and participates in the administration of staff benefits in keeping with established human resource policies;
· Recommends/administers disciplinary action in keeping with established human resource policies;
· Conducts monthly and other ad hoc staff meetings as required;
· Ensures that staff adheres to the policies and procedures of the NCEL and the Division;
· Ensures that staff is provided with adequate and appropriate physical resources to enable them to undertake their duties efficiently and effectively;
· Collaborates with the Office Management Division in developing and implementing a succession planning programme to ensure continuity of skills and competencies in the Division and personal development and career advancement of employees;
· Fosters teamwork, a harmonious working environment, and promotes collaborative working relations;
· Conducts performance appraisals of staff supervised for the required purpose and at required intervals;
· Performs other related functions assigned from time to time by the Chief Executive Officer.
Required Competencies:

Core:
· Excellent leadership skills – impact/ influence; 

· Excellent interpersonal skills – teamwork/ cooperation/team building; 

· Excellent coaching skills;
· Excellent decision making skills, problem solving/ analytical skills and good judgement exercised;
· Excellent planning and organizing skills; 

· Excellent oral and written communication skills; 

· Excellent networking skills with the ability to build and maintain strong high level relationships in academia, funding agencies, the public and private sectors locally, regionally and internationally; 

· Ability to work effectively in stressful and time sensitive scenarios; 

· Ability to effectively navigate complex bureaucracies to get things done and achieve results. 

Technical:
· In-depth knowledge of quality audit principles and procedures including audit-planning techniques, sampling, and testing methods used in conducting audits; 
· Sound knowledge of the development and implementation of quality objectives and standards for training programmes;
· Sound knowledge of the programme accreditation process and requirements;
· Sound knowledge of records and information management systems;
· Sound knowledge of Government and administrative systems and public policy; 

· Thorough understanding of Jamaica’s primary, secondary and tertiary education systems;
· Working knowledge of the legislative and regulatory framework governing education; 

· Proficiency in the use of relevant computer applications. 
Minimum Required Education and Experience:
· Masters’ Degree in Curriculum Development/ Testing and Measurement or a comparable discipline; 

· Training /certification in academic quality assurance; 
· At least five (5) years’ experience at a senior management level in quality assurance. 

Specific Conditions Associated with the Job:
· Normal office environment;
· Required to travel to meetings, conferences and other events both island wide and overseas;
· May be required to work beyond normal hours in order to meet deadlines.
Remuneration Package: 

Salary scale                  - 
$4,008,092.00 – $6,212,543.00 per annum and along with any other allowance(s) attached to the post.

Interested persons are invited to submit an application with résumé no later than Friday, April 29, 2022 to the address presented below. 

Director – Human Resource Management                                                                                                   Ministry of Education & Youth                                                                                                         2- 4 National Heroes Circle                                                                                                                                     Kingston 4

OR

Email: jobapplications@moey.gov.jm
Subject: “Director, Quality Assurance (Level 9), National College for Educational Leadership (NCEL)
We thank all applicants for expressing an interest; however, only shortlisted candidates will be contacted.
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