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Department:   Education & Skills Services 
Contact Officer:  Alison Dawes 
Telephone:   020 8359 7698 

 
 
20th April 2018 
 
 
Dear Applicant 
 
Post:  Post 16 – Education & Skills Manager (0.6 f.t.e) 
 
Thank you for the interest you have shown in the above opportunity. 
 
This Information Job Pack gives a full explanation of the job and working for Mott MacDonald 
(Cambridge Education), which I hope will encourage you to apply for the post. 
 
To apply for this post, please follow the jobs link at http://jobs.islington.gov.uk/disciplines. If you 
need assistance, please email HR Team at schoolsrecruitment@islington.gov.uk quoting job 
reference CE/010. 
 
The closing date for applications is Friday 4th May 2018 at Noon.  
 
Interviews will be held on the 10th and 11th May 2018.  
 
If you would like to discuss this position on an informal basis, please contact me on 020 8359 
7698. 
 
I look forward to receiving an application from you. 
 
Yours faithfully 
 
 
 
 
 
Alison Dawes 
Assistant Director, Access & Corporate Services 

 
 
 
 
 



 

 

 

 

 

How to Apply 
 
 

KEY DATES 
 
Closing date for applications: 4th May 2018 - NOON  
Interviews will be held on:  10th and 11th May 2018 
 
To apply for this post you must complete an online application form. 
 
Completing Application Forms  
Particular attention should be given to the Supporting Information section within the application 
form.  Shortlisting is based on the candidate’s ability to meet the selection criteria within the person 
specification. Therefore, it is essential that you outline clear examples and evidence of how you 
meet the requirements of the person specification.  Examples and evidence should also relate 
back to the duties/accountabilities contained in the job description. 
 
Reply Details 
Your application form must reach us by closing date. Applications received after this date will not 
be considered.  
 
To apply for this post, please follow the jobs link at http://jobs.islington.gov.uk/disciplines. If you 
need assistance, please email HR Team at schoolsrecruitment@islington.gov.uk quoting job 
reference CE/010. 
 
Further Information 
Should you have any queries relating to any aspect of this appointment process, or require 
additional information, then call the Recruitment Team, direct line (020) 7527 2875. 
 
It is important that you complete ALL sections of the application form. 
 
Next Steps 
If you are selected for interview we will contact you by email and  / or text message. 
 
 
 
 

 



 

 

 

 

 
 
 
 
Cambridge Education is part of the Mott MacDonald Group, whose annual turnover is more 
than £1.4billion. Mott MacDonald employs more than 15,000 staff and has offices throughout 
the UK and in over one hundred countries worldwide. Originally an engineering group, Mott 
MacDonald has expanded to include education, health, social care and general consultancy 
both in the UK and overseas. The corporate strength of the Mott MacDonald Group enables 
Cambridge Education to draw quickly on a wide range of expertise from all parts of our 
business to ensure that our customers have access to the breadth of capability of all of our 
staff. 
 
Our approach is based on selecting the best and most experienced staff available; providing 
excellent leadership, management and support structures; applying robust and transparent 
project management and quality assurance arrangements; and effecting continuous 
improvement through the sharing of good practice. Above all, we seek to work in partnership 
with our customers, sharing responsibility and risk, and making sure that relationships and 
services are always the best that together we can possibly achieve. 
 
Many of our staff have strong public sector backgrounds, having worked in schools, early 
years settings or in local authorities. Whilst our base is in Cambridge, we have access to 
regional offices and infrastructure in over thirty UK locations via our parent company. In 
addition, many of our staff are home-based, making it easier for them to maintain close links 
with local authorities, schools, colleges and higher education institutions in the regions they 
serve. 
 
Our people are our most valuable asset and we are hugely proud of their talents, 
achievements and commitment as we strive towards making a positive difference to the 
provision of education both in the UK and the developing world. 
 
We do our utmost to provide a stimulating and rewarding environment for working and 
learning – not only to attract the best but to keep you once you’ve joined us. As the 
custodians of the company for future generations, we keep long-term prosperity and career 
development at the heart of our ethos. 
 
We follow a clear set of values for which we are all accountable to both our colleagues and 
clients. Our corporate vision is clearly defined in our business plan and shapes our decision-
making. So, if you join us you will become part of a successful company that knows where 
it’s going and you will know what is expected of you. 
 
Cambridge Education working with Barnet.  
 
On 1st April 2016  the London Borough of Barnet awarded Cambridge Education a contract to 
deliver a range of education services to the Barnet community. Until at least the end of 
March 2024 we will be responsible for the provision of  the full range of council education 
services currently available to support schools and families (including for example, school 
improvement, school admissions, services for children with special educational needs). 

 
 

About Cambridge Education 
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The Advertisement 

 
 

Post-16 Education & Skills Manager 
 

Part time  
(0.6 f.t.e, 3 days per week; working arrangements are negotiable; fixed term secondments will 

be considered)  
Salary: £63,867- £67,118 + 3 SPAs (Soulbury) per annum fully inclusive (full time equivalent) 

 

 
 
In 2016 the London Borough of Barnet entered into an innovative, long term strategic relationship with 
Cambridge Education to deliver the Council’s education and skills services to schools, children and 
young people.  

This role represents a unique opportunity to join a high performing education service in a key 
leadership role, delivering high quality services to ensure that the young people of the borough have a 
sufficient and high quality offer of provision for the 16-19 phase and are able to progress to further 
education, higher education or employment. 

We need an experienced, influential leader with a positive approach who can drive improvements 
while supporting staff and involving schools and other stakeholders.    

You will lead our work in encouraging, enabling and supporting young people to participate in 
education, employment or training post-16 and in minimising the number of young people aged 16 to 
18 and of vulnerable young people (including those with Education, Health and Care Plans) aged 18 
to 25 who are NEET or whose activities are not known.  

You will also oversee and develop the Information, Advice and Guidance service and associated 
services provided by the Barnet Education and Employment Training team to ensure it meets agreed 
quality standards and maximises traded income.  You will work closely with Re (Barnet’s Regeneration 
service) and the council’s Commissioning Group to maximise opportunities for young people and 
schools arising out of regeneration programmes. 

In return, you will be offered extensive support and opportunities to develop your skills in leadership 
business development.   
 
For an informal discussion about the post please contact Alison Dawes, Assistant Director School 
Access & Corporate Services, 020 8359 7698. 
 
Closing date for applications:  Friday 4th May 2018 at Noon. 
 
 
We value diversity. 

 

 
 

 

 
 
 
 
 
 
 
 



5   

 

 

 

 Service: 
Education and Skills Service 

 Location: North London Business Park 

 Job Title: Post-16 Education and Skills Manager 

 Grade: SCP    25 – 28 + 3 SPA’s Soulbury EIP Grade  (0.6 FTE) 

 Reports to: Assistant Director, Access and Corporate Services 

 
 

CONTEXT AND PURPOSE OF JOB 

1. Providing strategic leadership to ensure that the young people of the borough have a 
sufficient and high-quality offer of provision for the 16-19 phase, resulting in the highest 
possible participation in Education, Employment and Training throughout the 16-19 
phase, and successful progression to further education, higher education or employment. 

2. Using available powers and ability to influence provision to secure sufficient post-16 
education and training and a pattern of provision that meets the needs of young people 
and employers. 

3. Championing the importance of young people making good choices in post-16 provision 
that support well-informed career aspirations. 

4. Supporting the creation of new pathways and provision at post-16, with particular 
emphasis on pathways that support priority groups such as Care Leavers and those with 
Education, Health and Care Plans.   

5. Encouraging, enabling and supporting young people to participate in education, 
employment or training post-16.  

6. Minimising the number of young people aged 16 to 18 and of vulnerable young people 
(including those with Education, Health and Care Plans) aged 18 to 25 who are NEET or 
whose activities are not known.  

7. Overseeing and developing the IAG and associated services provided by the Barnet 
Education and Employment Training team to ensure it meets agreed quality standards 
and maximises traded income 

8. Ensuring budgets do not overspend and maximising income and the contribution of 
external income to staffing costs. 

9. To work with Re (Barnet’s Regeneration service) and the council’s Commissioning Group 
to maximise opportunities for young people and schools arising out of regeneration 
programmes. 

10. To support partnership approaches to reducing NEETs by participating in the 
Entrepreneurial Barnet Board and advising the West London Skills, Employment and 
Productivity Group. 

Service objectives 

Within this context, the service seeks to achieve the following: 

x The best possible curriculum offer in the locality to ensure all young people (including 
those with EHCPs) have access to a suitable post-16 pathway.   

x Supporting the SEND and Inclusion service in promoting the development of suitable 
post-16 and post-19 provision for students with EHCPs. 

Job Description 
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x Accurate tracking and identification systems, including, for vulnerable young people, the 
‘Risk of NEET Indicator’ (RONI) to give clear focus for allocation of additional support  

x Appropriate support and provision for vulnerable young people (including priority groups 
such as Care Leavers and those with an Education, Health and Care Plan) to enable 
their participation and progression, and to ensure smooth and seamless transitions 
between providers at ages 16 to18. 

x Maximise cohort participation including sustaining and improving levels of participation of 
vulnerable groups, to ensure maximum levels of achievement and skills and eventual 
employment. 

x Rising levels of attainment by post-16 learners (attainment of L2 and L3 by age 19) to 
achieve more highly qualified Barnet population with better employment prospects. 

x Sustained and rising uptake of Apprenticeships by Barnet residents and school leavers, 
to enhance employability. 

x Increase the numbers of supported internships. 

x Robust partnership relationships which support and strengthen pathways to employment.  

 

PRINCIPAL ACCOUNTABILITIES  
Main duties and responsibilities 
 
1. Secure sufficient post-16 education and training and a pattern of provision that 

meets the needs of young people and employers 

1.1 Lead the development and delivery of post-16 education and skills services and be the 
main strategic adviser to the council on all matters in relation to post-16 education and 
skills for young people. 

1.2 Set out and map local post-16 education and skills provision in Barnet and travel to learn 
patterns across neighbouring areas and post-16 re-engagement with the aim of ensuring 
the local education, employment and training offer creates pathways to jobs in the local 
economy.   

1.3 Identify, map and publicise pathways  by providing public facing information (on website 
and via advisors) for student progression to HE and work, including Apprenticeships and 
Higher Apprenticeships - to support young people and parents with choices about their 
16-18 options.   

1.4 Work with the SEND and Inclusion team to ensure all pathways and provision for young 
people with SEND are published in the Local Offer. 

1.5 Analyse the extent to which the local 16-19 offer meets needs of young people and the 
local economy and provides access to courses for young people at all levels; use this 
analysis to support developments that will help vulnerable groups have outcomes that 
match their needs and abilities; and to ensure that suitable pathways are built for all 
learners, especially in the context of changing curricula. 

1.6 Seek to identify unmet demand through analysis of Labour Market Information, showing 
skills gaps and needs of local employers; work with partners to address unmet demand, 
including local colleges, training providers and Middlesex University. 

1.7 Review external funding opportunities and develop proposals where these would 
address unmet demand 

 

2. Champion the importance of young people making good choices in post-16 
provision that support well-informed career aspirations 
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2.1 Support schools in the delivery of their CEIAG offer, for which they have a statutory duty 
in respect of Years 8 to Year 13, by keeping their Careers Leaders up-to-date on policy, 
responsibilities, provision, resources and support schools in reaching ‘Gatsby 
Benchmarks’. 

2.2 Work with schools to identify young people who are most at risk of making an 
unsuccessful transition to post-16 education and training, or who may not sustain 
participation till age 18; provide RONI (Risk of NEET Indicator) system and data from 
school census so schools can verify their at-risk cohort and offer appropriate support to 
prepare them for a successful transition. 

2.3 Support schools to source support for those at risk of non-participation, by seeking 
additional funds to provide IAG capacity and mentoring support, if appropriate, for those 
at risk of non-participation.  

2.4 Continue to work with the council and other agencies such as local colleges to track non-
participants using data sources collaboratively. 

2.5 Make information about local provision freely available through website and other 
formats, including use of social media.    

2.6 Actively share local labour market information and local skills needs data with schools. 

 

3. Support the creation of new pathways and provision at post-16   

3.1 Secure links and develop and support partnership working to create and maintain 
collaborative pathways across providers.  

3.2 To work as part of a virtual team across partners and identify opportunities for co-
operation as part of the Entrepreneurial Barnet partnership. 

3.3 Promote partnership working and collaborative delivery between sixth forms, to 
maximise opportunities for young people in sixth forms. 

3.4 Support partnership working between the Secondary Special Schools and Barnet and 
Southgate College and other local colleges, in order to facilitate a smooth transition into 
FE for young people with High Level Needs and to improve the quality of provision. 

3.5 Raise awareness of the role of technical pathways and learning at post-16 in schools, 
and support quality delivery of technical qualifications by working with schools and 
colleges. 

3.6 Support providers to develop a range of re-engagement strategies for young people not 
participating. 

 

4. Encouraging, enabling and supporting young people to participate – publicise 
local post-16 provision 

4.1 Compile, publish and promote the offer of 16-19 courses and supporting provision 
accessible for Barnet learners, to Barnet young people, including those with SEND, and 
update information (prospectus and website) regularly. 

4.2 Support the development of Supported Internship programmes to ensure adequate 
accessible pathways to employment for young people with EHCPs. 

 

5. Data (statutory returns and tracking participation) 

5.1 Ensure the collection and analysis of participation data from CCIS and other appropriate 
databases; check returns for key published national data; organise collections from 
schools for Intended Destinations; ensure completion of returns and tracking, including: 

x September Guarantee (annual)  
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x Actual Destination 

x Joiners and leavers from post-16 provision (London-wide portal system) 

x Maintain CCIS database and liaise with regional CCIS data managers and partner 
boroughs (ongoing) 

x Activity Survey (annual) 

x Participation Data, including RPA Duty to participate returns (quarterly)  

x NEET figures up to age 18 ((25 for those with EHCPs) 

x Import data from Council  databases e.g. Synergy, Careworks, School Census 

5.2 To advise the council on use of NEET statistics in communications (for example, during 
Ofsted inspections) including the NEET statistics for priority cohorts such as Care 
Leavers. 

 

6. Oversight and organisation of re-engagement provision through external providers 

6.1 Ensure that young people not meeting the statutory duty to participate are listed and that 
contact is made with them along with offers of support; ensure local policy is 
implemented on support and challenge to non-participation (letters and referral 
pathways; monitoring and interviews as required). 

6.2  Work with relevant providers of services to deliver additional support to young people, 
schools and colleges and to ensure a co-ordinated offering; co-ordinate provider offering 
provision through European Social Fund contracts, subject to these contracts being in 
place.   

6.3 Co-ordinate arrangements to signpost non-participants to re-engagement opportunities 
and monitor cases to progression to full participation. 

 

7. Linking Schools and the post-16 community to the council’s approach to skills and 
employment 

7.1 Develop and implement a strategy for links between schools/college and business to 
create better pathways to employment.  

7.2 Maintain links with schools and colleges on Traineeships and Apprenticeships and 
support National Apprenticeship week events and follow-ups. 

7.3 Develop new pathways across providers which open new opportunities.  

7.4 Raise awareness of traineeships and apprenticeship opportunities to young people in 
Barnet to increase the take up of these opportunities. 

7.5 Liaise with and provide advice to the council’s corporate and delivery leads on 
regeneration, employment and enterprise in relation to skills development and 
opportunities for young people.  

 

8. Traded IAG service 

8.1 Provide a high quality and highly regarded professional CEIAG traded service and 
progression/employability skills advice to schools and other providers that reflect DfE 
guidance to schools meets the needs of schools and young people. 

8.2 Develop the capacity to expand the service offer to a wider group of schools and 
providers. 
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9. Leadership and Management 

9.1  Provide management and leadership to the post-16 Education and Skills team. 

9.2  Ensure accurate budgetary control is maintained within the post-16 Education and Skills 
team. 

9.3  Produce a service and business development plan across all areas of the service, with 
realistic goals and income targets. 

9.4  Apply for external funding when available and work with other organisations that could 
apply for funding in partnership. 

9.5  Work in liaison with the council and RE- to maximise the benefits for young people from 
S.106 obligations and to support the maintenance and development of the post-16 
Education and Skills team. 

9.6  Maintain an up to date knowledge and understanding of the legal framework for post-16 
education, local authority duties in relation to post-16 education and skills and the 
provision of IAG services.  

9.7  Undertake related project work as required and ensure projects are delivered in 
accordance with the agreed project plans/specifications. 

9.8  Ensure clear, coherent and sensitive communication with the council, education and 
training providers, parents, young people and others on matters relating to the 
responsibilities of the post. 
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Service: Education and Skills Service 

Location: North London Business Park 

Job Title: Post-16 Education and Skills Manager 

Grade: SCP    25 – 28 + 3 SPA’s Soulbury EIP Grade  (0.6 FTE) 

Reports to: Assistant Director, Access and Corporate Services 

 
 
Essential Qualifications required 
 

Type Level required 

Professional qualifications/memberships Desirable to hold a professional qualification 
and/or training in a relevant field.  

Education Essential to be educated to degree level or 
equivalent (preferably in a relevant discipline) 
 
GCSE English and Maths or equivalent 
  

 
Technical / Knowledge Requirements 
 

Type Description 

ICT skills Competent and confident in the use of standard Microsoft Office products 
such as Word, Excel, Powerpoint.  

Proven experience and competency in the effective use of ICT databases and 
record storage and retrieval systems.  

Proven ability to handle confidential personal information in an appropriate 
and secure manner. 

Project 
Management 

Ability to lead on projects / development work 

 
Role Specific Competencies 
 

Description 

Experience of relevant work in a senior role preferably in a school or college setting or within a local 
authority, or equivalent organisation. 

Substantial experience of managing key aspects of a post-16 education and skills service. 

Significant experience of applying for external funds and for delivering projects supported through 
external funding. 

Significant experience of managing services for young people, including vulnerable young people. 

Extensive knowledge, experience and understanding of the main current developments and 
statutory position relating to post-16 education and skills  

Person Specification 



 

 

High level written language skills – an ability to analyse large, complex and technical reports and 
documents, and to synthesise the key points required into reports for senior managers. 

Ability to write coherently in English, with accurate grammar and spelling, and in a clearly structured 
way; ability to write for a range of audiences; able to write reports and letters quickly and efficiently  

High level oral communication skills to a level that enables representation of the Authority in SEN 
appeals 

Experience of leading and managing a successful team. Proven ability to provide leadership and 
strategic direction for a team of staff  

Financial awareness with a proven ability to manage budgets effectively and to reduce expenditure 
when necessary to balance budgets.  

 
Behavioural Competencies 
 

Key to role 

Effective verbal and written communication skills 

Ability to communicate complex issues in a clear and effectively manner (oral and written) with a 
wide range of stakeholders and to advise, persuade, influence, empathise and be assertive as 
appropriate.  

Well-developed interpersonal skills and social communication abilities to be able to sustain a 
complex discussion with head teachers, parents, young people 

Appreciation of the political make-up and decision making processes of the council and its impact 
on the role. 

Able to formulate and implement management plans 

Willingness to take personal responsibility for delivery of relevant service priorities. 

Ability to analyse complex information quickly, reaching and articulating decisions with clarity, to 
deliver solutions that command support. 

Ability to see when external help is likely to be effective in securing consensus, e.g.: mediation, 
disagreement resolution, and to secure as appropriate.  

Proven record of achievement in delivering: 

x service improvement 

x logical and effective decision making  

x high quality, accurate and timely work 

Capable of reviewing and evaluating results against quality standards, sharing this learning with 
others and taking decisive action to ensure that plans are delivered 

Ability to manage a complex workload and meet tight timescales, using ICT skills to support office 
procedures  

Demonstrates a determination to provide a quality service and achieve challenging  targets 

Commitment to embrace the principles of equality in the delivery of the service 

Able to motivate staff, set priorities and targets, direct and plan work to provide an integrated 
service to meet service standards and deadlines  



 

 

Ability to work effectively with senior managers, staff, schools, external partners and to establish 
confidence, trust and credibility 

Demonstrable experience of working effectively and participating with other colleagues on an inter-

agency basis to ensure an effective response to complex issues 

Ability to work with a range of professional staff and the public 

Ability to build and nurture good working relationships with colleagues and across a wide range of 
outside agencies 

Sound understanding of the principles of safeguarding and a commitment to improving 
safeguarding the welfare children and young people. 

Recognises the importance of active partnership working and embraces partnership working where 
relevant to deliver services most effectively and efficiently 

 

 

 


