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BPP Job Description


Job Title		Skills, Content & Resourcing Manager

Department		Group Education Services

Location		Home and office based

Additional details	Location will be either London, Manchester, Birmingham or Leeds.  Hybrid contract with expectation to work in the office 3 days per week (days to be agreed with line manager)

Travel requirements 	Some travel required, to other BPP centres, team meetings, events 

Contract type		Full time and permanent	

Hours of work		37.5

Reporting lines	Reporting to Associate Dean


Job Purpose  

As Skills, Content & Resourcing Manager, you will work closely with the Associate Dean to develop the Skills and Content Strategy for the Careers and Employability service and lead on its operationalisation.  As part of your role, you will collaborate with the wider Careers and Employability teams and teams across the BPP Education Group (including the Digital Content and academic programme teams) to ensure that content is relevant, current, engaging and on-brand.

You will also have responsibility for ensuring quality assurance procedures and processes are followed, in line with the overall content strategy, project timelines and KPIs, and will be responsible for the line management of a team of Skills Coaches and Content Developers.

In collaboration with the wider Careers and Employability teams, you will be responsible for ensuring that suitable resources are in place for the production and quality assurance of content and manage the workloads of these resources where appropriate. 

In addition to managing skills and content development, you will also oversee the quality and content of communications relating to the promotion of workshops and events in which the Careers and Employability team will be involved (including skills workshops, Jobs Fairs and panel events).  You will liaise with the wider Careers and Employability team to manage the timely and appropriate resourcing of these events.

This key role forms part of the overall strategy for building and enhancing the key skills that employers expect from graduates and apprentices, ensuring that graduates are ‘employment ready’ and apprentices are expanding their ‘job relevant’ skills base that will enhance career progression opportunities.

Key Responsibilities 

Team Leadership and Management
· Provide leadership and day-to-day management of the Skills Coaches, Content Development and Delivery tutors and Content Administrator, providing guidance, support and professional development guidance, whilst ensuring that activities are in line with the overall Careers and Employability strategy.
· Set performance goals and conduct regular performance reviews (PCDs) in line with company policy and the strategic direction of the Careers and Employability service.
· Ensure consistent, high-quality delivery of Skills, Content and Resourcing services across all subject areas and apprenticeship programmes.
· Work with the Professional Development Manager to manage workloads of Professional Development Consultants, particularly in relation to content development and delivery and facilitation at such events as International Induction and Graduation.
· Manage and participate in the recruitment process for new Skills, Content and Delivery team members as required.
· Develop and maintain a collaborative and inclusive team environment, demonstrating BPP values.

Content Strategy and Development
· Working with stakeholders across the business, develop and implement a comprehensive content strategy for skills and other related Careers and Employability content, including policies relating to inclusivity, accessibility and diverse student and learner needs, as well as different career pathways.
· Provide guidance to the Skills, Content and Resourcing team, and other parts of the Careers and Employability service where appropriate, on content strategy and policies.
· Manage the creation, curation and continuous improvement of skills and other Careers and Employability content across a range of digital and physical resources.
· Explore and implement the use of AI into content creation and maintenance processes to improve efficiency and effectiveness, in collaboration with the other teams within the Careers and Employability service and wider stakeholders across the business.

Quality Assurance
· Develop and implement robust quality assurance processes that are in line with similar processes across the business.
· Provide support in the content development process, ensuring quality standards are understood and adhered to by all content developers. 
· Audit and review programme content to ensure quality standards are upheld. 
· Liaise with key stakeholders in individual Schools/the wider business to discuss enhancements and improvements to current content.
Scheduling and Resourcing:
· Manage the creation and maintenance schedule and identify resourcing needs for current and future content development.    
· Liaise with the Professional Development Manager as appropriate on securing appropriate resources for current and future content development from the Professional Development team.
· Manage the content development and delivery workload for the Careers and Employability service, ensuring a balanced schedule of responsibilities for individuals.
· Collaborate with the Professional Development Manager and Client Relationship Manager to manage attendance and participation at events and workshops, including Graduation and International Induction.

Data Management and Reporting
· Prepare regular reports for senior management, individual Schools and employers (where appropriate) on statistics and trends relating to content, workshops and events.
· Monitor and evaluate data and feedback relating to the success of workshops and events and collaborate with appropriate stakeholders to develop targeted initiatives on areas requiring development and/or improvement.

Best Practice
· Maintain up-to-date knowledge of industry trends and best practices relating to skills and employability content, including liaison with stakeholders across the Group to determine requirements.
· Working with the Associate Dean and the wider Careers and Employability team, develop and maintain innovative approaches to skills content creation and delivery, whilst ensuring high quality standards are maintained.

Other
· Occasional travel to events and other BPP centres where required
· Other ad-hoc duties as required

Skills, experience & qualifications required - Essential

· Learner-centric with a focus on managing the creation and delivery of high-quality skills content across a wide range of learners
· Cultural sensitivity and the ability to work with diverse populations
· Ability to build and maintain relationships with diverse stakeholders, both internally and externally
· Previous line management experience and experience of handling difficult and sensitive conversations.
· Previous work experience in a relevant field, and a strong understanding of content creation and quality assurance processes
· Previous experience of scheduling and managing resources to ensure efficient and effective content creation, maintenance and delivery processes.
· Ability to build rapport, trust, and confidence easily and work collaboratively across multiple teams
· Excellent planning and time management skills, with an ability to work well under pressure and meet deadlines. 
· Initiative and strong problem-solving skills
· Excellent IT skills
· Demonstrate and uphold BPP Values – Stronger Together, Everybody Matters, Trust and Respect, Student and Client Centric, Embrace Change
Skills, experience and qualifications – Desirable
· Knowledge and understanding of how AI can benefit content creation and maintenance processes.
· Knowledge and understanding of accessibility standards and inclusive content design principles.
· Experience of working in a higher education environment.
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