Suggested outline of job roles/responsibilities
Lecturer
Prepare and deliver teaching and assessment of module including feedback to students and recording of results on SITS
Comply with quality systems of the University
   Including
    Second marking of assessments
    completion of student feedback forms and module evaluation
    timely marking of registers – manually and on system. Make year coordinators aware of        attendance concerns
Contribute to admissions and induction processes 
Follow up any issues raised by PD or year coordinators
Make PD or year coordinators aware of resource issues
Make PD or year coordinators aware of student issues including study support, extenuating circumstances, suspected unfair practice.
Attend exam board, staff meetings and staff student committees as required




Module Leads
Prepare assessment and ensure timely IV of assignment briefs
Implement second marking of module and complete the necessary paperwork
Ensure marks are sent to registry via registry
Ensure Moodle has clarity for the module
Arrange consistency of marks release and feedback to students


Year coordinator 
Monitor and report on the quality of level of the programme
Including
Liaising with the PD, module leads and teaching team
Assist with marketing, recruitment and admissions to the programme level
Devise and contribute to the induction to the programme level 
Assist PD and Head of School in the preparation of timetables
Ensure programme has student representation and student attendance at the staff student Committee
Ensure completion of student feedback forms
Attend and contribute to staff meetings, staff student committees and exam boards
Monitor attendance and liaise with the faculty office re letters to students and complete withdrawal forms as appropriate
Prepare assignment schedule
Coordinate and participate in the internal verification of student work
Liaise with the teaching team and PD re student issues including extenuating circumstances, suspected unfair practice and study support needs
Make students aware of any changes relevant to the level of the programme
Ensure day to day resources meet the needs of staff and students
Store a record of paperwork arising from the above on S drive








Programme Director
Ensure the overall quality and performance of the programme
Liaise with the Head of School, year coordinators, module leads, teaching team and support area teams e.g. student services, library, academic office
Provide support for students and staff on the programme
Organise and chair team and staff student committees 
Ensure new lecturers are effectively introduced to the programme 
Liaise with appropriate staff to ensure effective marketing, recruitment, admissions and induction processes are in place
Arrange and coordinate peer observations of teaching team
Liaise with head of school and year coordinators to prepare timetable
Arrange internal and external moderation of student assessment
Visit sites to ensure quality of provision and resources meet the needs of students and teaching team
Ensure student reviews and module evaluations are completed 
Prepare and contribute to exam boards 

