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					Position Description 
	Position Title:	Curriculum Manager
	Position Classification:	Level 9
	Position Number:	310917
	Faculty/Office:	Pro Vice-Chancellor (Education)
	School/Division:	Curriculum Management Team 
	Centre/Section:	Curriculum Management Team 
	Supervisor Title: 	Pro Vice-Chancellor (Education)
	Supervisor Position Number:	313354
Your work area 
The Office of the DVC Education is a diverse office within the education portfolio of the Deputy Vice-Chancellor Education. The main function of the Curriculum Management team includes University wide curriculum advice, governance, management, quality assurance and approval processes. 
Reporting structure
[bookmark: QuickMark]Reports to: Pro Vice-Chancellor (Education)
Direct Reports: Senior Curriclum Officers, Curriculum Officers, Administrative Officer 
Your role 
As the appointee you will have a significant role and lead a central Curriculum Management Team in system review, development and implementation including alignment to relevant University policies and procedures. You will respond to complex and diverse enquiries using expertise and judgement, independently analyse and solve problems, and provide executive support and administrative oversight to key committees.  You will provide professional leadership to the University’s functions in the curriculum management area and manage service delivery expectations and customer engagement and satisfaction.  
Your key responsibilities
Manage the Curriculum Management team and provide strategic leadership and ongoing support for:
University-wide curriculum management, specifically in the undergraduate and postgraduate coursework areas; system management including ongoing review, development and implementation to ensure alignment with University policy and procedures; and fostering a work environment that encourages and celebrates achievement and innovation within the curriculum management team and the section at large.

Contribute to the section’s planning, involving resource use and development of proposals for resource allocation

Formulate short and long term objectives, goals and strategic direction

Conduct research in various areas and apply strategic thinking and an understanding of the complex University environment to challenges and issues that arise. Prepare, as directed, appropriate papers on issues of strategic relevance to the section
Analyse and provide innovative solutions to problems and respond to complex and diverse enquiries

Provide a high level of executive support to a range of key committees at the University level

Liaise with key stakeholders including Executive Deans, Heads of Schools, Chairs of Boards and senior faculty and central administration staff to deliver a high quality curriculum management framework and collegial decision-making

Provide administrative oversight to ensure consistency of approach, appropriate governance and smooth decision-making through to relevant committees and governing bodies

Monitor work flows and systems to ensure relevant standards, requirements and objectives of the section are met

Other duties as directed capabilities (selection criteria
Your specific work capabilities (selection criteria)
Relevant tertiary qualification or demonstrated equivalent competency
Substantial management experience at an appropriate level
Excellent written and verbal communication skills and high level consultation and negotiation skills
Excellent planning and organisational skills
Proficiency in a range of computing skills including word processing, spreadsheets, databases, internet and email
Ability to supervise staff
Demonstrated ability to establish and manage significant resources 
Substantial knowledge of relevant academic policies and procedures
Demonstrated ability to contribute to long term planning and strategic direction at an influential level
Ability to work independently, show initiative and manage a team
Special requirements (selection criteria)
There are no special requirements
Compliance
Workplace Health & Safety
All supervising staff are required to undertake effective measures to ensure compliance with the Occupational Safety and Health Act 1984 and related University requirements (including Safety, Health and Wellbeing Objectives and Targets). 
All staff must comply with requirements of the Occupational Safety and Health Act and all reasonable directives given in relation to health and safety at work, to ensure compliance with University and Legislative health and safety requirements.  Details of the safety obligations can be accessed at http://www.safety.uwa.edu.au 

Inclusion & Diversity
All staff members are required to comply with the University’s Code of Ethics, Code of Conduct and Inclusion and Diversity principles. Details of the University policies on these can be accessed at http://www.hr.uwa.edu.au/policies/policies/conduct/code, http://www.web.uwa.edu.au/inclusion-diversity.
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