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Reference: 50001093
Note: This job description does not form part of your contract but is provided for guidance. The precise duties and responsibilities of any job may be expected to change over time. Job Holders should be consulted over any changes to this job description before implementation.
1. JOB TITLE:
Head of Department of Social and Historical Studies 
2. REPORTS TO:
Dean of School of Social Sciences, Humanities and Languages
3. PURPOSE:
The Head of Department provides academic leadership and strategic direction for the department, supporting the Dean of School to assure and enhance the quality of its teaching and research, plan and develop its staffing and financial resources, and oversee the day to day management of its operations. Heads are key members of the school management team and assist the Dean in the management of the school and implementation of its academic activities.

4. PRINCIPAL ACCOUNTABILITIES:

4.1 To manage the Quality Assurance of courses, modules and other educational programmes in the Department in line with University and other relevant standards and regulations, and to ensure the continuous development of programmes, learning materials and staff to improve quality overall.

4.2 To promote and enhance the development of teaching, research and consultancy in the Department’s subject disciplines, both by maintaining their own profile in teaching and research and by representing and promoting the discipline externally through collaborations, partnerships, conferences, and professional bodies, in the UK and internationally.

4.3 To work with the Dean of School and members of the School Senior Management team to contribute effectively to the strategic planning and operational development of the School through production of robust and imaginative business plans and budgets, the identification and monitoring of markets and competitors for teaching, research and third stream activities, working with the Marketing, Communications and Development department, as required. 

4.4 To oversee and ensure the continuous development, renewal and marketing of the academic portfolio of teaching in all subjects within the Department, consistent with the national and international marketing strategy of the School and the University, to provide a viable and attractive learning environment for students and staff, and continuous improvement in the quality of teaching and learning.

4.5 To contribute to and implement effective staff management. This will entail line management of staff, or where appropriate, the overseeing of line management by other Departmental staff. This will include; recruitment and development policies and processes for all staff within the department; ensuring the consistent provision of feedback, guidance and staff development; the monitoring of performance against clear and equitable standards and university policies; conducting probationary reviews; and ensuring an annual appraisal / professional performance review process is in place for all staff in the department.

4.6 To ensure that staff of the department provide accurately and timely information to its administrative and student communications systems, and to deal effectively with problems including equal opportunities, health and safety, disciplinary, grievance and complaints procedures including operation of the student disciplinary procedure as required, working in effective collaboration with Corporate Services departments.

4.7 To ensure adherence to agreed University and, where appropriate, professional body requirements for all academic programmes developed and delivered by members of the Department; the maintenance of professional standards in teaching, research and consultancy work; and the maintenance of effective relationships with existing and potential students, 

4.8 To undertake representational duties as required on behalf of the School and University to professional bodies, external organisations, etc.; to promote the reputation and work of the University in the community, nationally, and internationally, establishing and maintaining collaboration and partnerships where appropriate with HEIs, industry and other bodies. 

4.9 To promote opportunities for effective generation of non-HEFCE income through short courses, external research income, consultancy and so forth as consistent with University standards, policies and strategy. 

4.10 In association with the relevant Corporate Services, to ensure to ensure the effective management and development of the learning resources of the Department.

4.11 To carry out any other University responsibilities as may reasonably be required by the Dean of School from time to time.

5. Context

The Head of Department is a management role requiring a commitment to and thorough understanding of, the main academic disciplines within the Department. The exact balance between the Headship role, teaching and research will be dependent on the size of the Department and individual circumstances, but Heads are expected to maintain an input into teaching and their personal research interests for up to two days per week where this can be done without undue negative impact on the management duties of the role. In addition to being the line manager to some or all full time and part-time (hourly paid) academic staff within the Department, the Head is also responsible for managing key academic processes within the strategic school framework, such  as staff timetabling, workload allocation, arranging external examiners visits, and work arising from external collaborations and partnerships. The Head is responsible, working with Course Leaders and other senior staff, for the quality of teaching and research within the department, and in collaboration with Corporate Services, for supporting the development and provision of all services to students and other client groups within the School and external to the University.
A core part of the Head’s role is the delivery of the School Plan as it affects their department. The University operates a devolved management structure and each School is responsible for the development and implementation of business and strategic plans to ensure that its income exceeds its expenditure by an appropriate margin, and the Head has responsibility to work with their Dean of School and the School Executive Group to review, develop and monitor operational activities against departmental and School business plans. In addition to local management responsibility, the Head is expected to take an active and effective role in University wide strategic and operational management, through effective participation in management teams, such as Academic Council, and other standing or ad-hoc project or working groups established from time to time, and to undertake representational duties, nationally and internationally. Depending on the subject areas within the School, they may also have a key role representing the University and their subject discipline with professional bodies, research funding councils, and industry groups.

6.  Department specific responsibilities

The Head will work closely with the Dean and the School Executive Group to deliver the School Strategic Plan, and in particular will have a responsibility for the monitoring, development and updating of the Social and Historical Studies Departmental Strategic Plan, in particular addressing the demands of the changed external environment from September 2012.
S/he will be responsible for securing the effective delivery, and for assuring and enhancing the quality, of the following undergraduate courses within the Department of Social and Historical Studies:
BA Sociology

BA Modern History

BA Criminal Justice

BA History and Sociology
BA History and Politics

BA Sociology and Criminology

SSHL Progression Programme

Liberal Arts Summer School
S/he will have responsibility for:

· The development of postgraduate courses and programmes within the department, and for the further development of study at research degree level;
· The continuing development of research activity in the department, including the generation of external research income,  together with a responsibility to help secure a successful outcome to the History submission in the 2014 REF exercise. S/he will be expected to be personally research active.
· The continuous enhancement of the student experience within the department;
· The management and monitoring of the devolved departmental budgets.
7. Person Specification

7.1 
Qualifications.

A first degree, higher degree and an established academic and professional reputation, including a strong research record or professional practice in an area within the subjects covered by the School are essential. Membership of the HEA or equivalent and senior membership of an appropriate professional body and a management qualification are desirable.

7.2 Experience.

An outstanding track record of personal achievement in teaching, research and/or practice in his/ her main discipline are essential, and evidence of the ability to successfully manage and motivate staff and other resources would be a distinct advantage. A high level of analytical and administrative ability is essential as well as significant experience of academic administration, such as course and module leadership, quality assurance, marketing and curriculum development. A good understanding of business planning, resource management, and of the issues affecting HE are essential. Desirable attributes would include a track record of significant achievement in the following areas:

· Course and curriculum development and the development and introduction of improved methods of teaching and learning

· Development and management of effective quality assurance procedures, including active involvement in committees and working groups

· Promotion of research, including the generation of income from sponsorship, research contracts and other sources

· Management of staff and staffing budgets, including the effective handling of appraisal and staff development activities

· Development of continuing professional development and knowledge transfer programmes in collaboration with business partners, industry and professional bodies, preferably including some international experience

· Developing business plans, budgets and project plans and successfully managing resources within them.
7.3 Aptitudes, abilities and personal qualities

Essential qualities include:
· Leading change by championing the vision and supporting the people involved. Planning and putting in place the necessary resources and supporting systems, including monitoring and communications.

· Taking ownership and control and exercising leadership; initiating action and taking responsibility.

· Setting ambitious but realistic goals. Showing commitment to their own personal development and identifying development strategies needed to achieve work and career goals.

· Seeing and contributing to the big picture, showing the way forward so others understand what they must do to align their efforts to university-wide goals

· Providing direction, inspiring others and taking responsibility for contributing to and delivering results to achieve the university’s vision/goals.

