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Overview of the College of Law and the role

The College of Law

The College of Law’s vision is “To be a World-Class Professional Law School”. It is the largest provider of vocational legal education and training in Europe. We serve all areas of the profession from the City to the High Street, from undergraduate to trainee to senior practitioner. The College was the first independent institution to be given the power to award its own degree level qualifications.

We have training centres in Birmingham, Bristol, Chester, Guildford, London Bloomsbury, London Moorgate, Manchester and York and our courses include the:

1. Graduate Diploma in Law (GDL) for non-law graduates who want a career in law.

2. Legal Practice Course (LPC) for prospective solicitors who have obtained the GDL or a qualifying law degree.

3. Bar Professional Training Course (BPTC) for prospective barristers who have obtained the GDL or a qualifying law degree.

4. Masters of Law degrees (LL.M) for anyone seeking practice-orientated postgraduate legal qualifications.

Students who have passed the GDL and then passed either the LPC or BPTC with us graduate with a Bachelor of Laws degree. In addition we offer a series of post-qualification training programmes and have worked with the Open University for many years to offer one of the UK’s most popular and innovative part-time, open access law degree programmes. In October 2012 the College launches its new professional undergraduate LL.B.

College Organisation

The College is organised on a functional basis. The three principal functions are:

1. Business Development which is responsible for building relationships with the College’s clients and prospective clients.

2. Innovation, Design & Production which design, produce and publish the College’s course materials and assessments.

3. Operations which deliver the College’s courses, both within its centres and externally, for example at the offices of clients.

The Role

You will be one of three members in the Planning & Monitoring Team which plans, schedules, monitors and manages the update and design of the College’s course materials. These take the form of multi-media and paper. The Team is part of the Innovation, Design & Production function and it works very closely with the Delivery Team (also part of Innovation, Design & Production). The Delivery Team is responsible for the Blackboard virtual learning environment which is branded as ‘ELITE’ within the College.

You will be responsible for scheduling deadlines for the design and update of the materials for one or more of the College’s courses and making sure that they are delivered, produced and published on time. You will also give invaluable support to the College’s designers based across its eight centres, providing guidance in relation to design processes and protocols. The role presents the opportunity to interact with a range of departments and people at different levels within the College. You will report to the Team Manager who will provide support and direction to the Team.

The role is not purely administrative in nature; it will provide constant stimulation and the reward of clearly identifiable results through the attainment of objective targets. The role involves pro-active planning and management of the design and update process, and in the case of new courses and programmes, a contribution to project planning. It will require close attention to detail and the assimilation and management of complex matrices of information and data. An aptitude for accuracy and logical organisation of information are essential attributes.

The position is based at the College’s London Bloomsbury centre.

Direction on how to apply and what to submit.

Download and complete the ‘Application for Employment (External Applicants)’ from our website and submit by email with your CV/resume to:

people@lawcol.co.uk
You will receive an automated response to confirm receipt of your email. Closing date for applications: 27 January 2012.

Job Description

Job Title:

Team Member (Planning & Monitoring Team)

Job Type:

Permanent

Department:

Production


Reporting to:

Team Manager (Planning & Monitoring Team)

Location:

London Bloomsbury 

Date Prepared:
January 2012

Main Function of Job

The creation and maintenance of programme schedules & personal plans including asset monitoring and progress chasing. 

Main Duties

1. Creation and maintenance of each programmes’ Master Production Schedule.

2. Creation and maintenance of designer Personal Schedules. 

3. Pro-actively working with designers and 3rd party departments in the run up to approaching deadlines, prompting and chasing as required.

4. Liaise with Delivery Team counter part on the progress of material delivery specifically highlighting any problem areas. 

5. Ensure that each programmes’ deadlines are monitored and recorded in real time.

6. Escalate late deadlines to Team Manager once set tolerance levels are reached. 

7. Ensure that appropriate extensions are granted to designers or 3rd party departments and that internal documentation is updated to reflect said extensions. 

8. Build and maintain relationships with designers ensuring that strengths and weaknesses are identified, and taken into account when scheduling. 

9. Build and maintain relationships with the Print & Design team, the Multi-Media Unit and College of Law Publishing to facilitate the management of design and production schedules.

10. Perform administration tasks in support of the management of programme design.   

11. Assist in process improvement initiatives as required.

12. Undertake any operational QA work required. 

13. Assist the in the update and maintenance of the Designer’s Resource Area.

14. To perform occasional tasks not covered in this job description as delegated by the Deputy Director from time to time.
This job description is correct at January 2012.  It may vary in consultation with the post holder to reflect the developments to the job. 

The College operates a no smoking policy.

Signature of Job Holder:…………………………


Date:…………….

PERSON SPECIFICATION

Team mEMBER (Planning & Monitoring Team)

	Essential
	Desirable

	Degree level or equivalent


	


EXPERIENCE

	Essential
	Desirable

	Experience of the following gained in a work based environment:
· Organising and managing documentation accurately 

· Scheduling project activities, workloads and deadlines

· Resolving work based problems


	· Knowledge of Information Management issues

· Working within Project Management environment

· Liaison and communication with different levels of management, academic and technical staff




SKILLS AND ABILITIES

	Essential
	Desirable

	· Excellent people skills

· Able to work effectively alone and as part of a cohesive team

· Ability to identify issues and suggest solutions 

· Logical and structured approach to work accompanied by an attention to detail

· Able to organise information in a logical manner
· Good time management and organisational skills

· Good oral and written communication skills

· Excellent PC Skills including the use of MS Word, Excel & PowerPoint.
	· Knowledge of MS-Project 

· Advanced Level Knowledge of Excel


OTHER REQUIREMENTS

	Essential
	Desirable

	· Polite, helpful and positive attitude

· Smart, presentable appearance

· Willingness to travel to travel to other College Centres on an occasional basis.


	· Flexibility in working hours required to meet demands of the role.
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