


	
	



JOB DESCRIPTION

Title: 				Tertiary Coordinator

Reporting to: 			ETB Director of Further Education and Training

Grade: 				Manager (APO Grade or equivalent)

Nature of Post: 	Full-time Two year, fixed-term contract.

Location: 	Naas KWETB H/O

Function of Job: 	The successful candidates will develop, support and coordinate the delivery of a number of strategies and projects in the development of an integrated FET education and training environment across KWETB, including tertiary programmes with partners and Higher Education Institutions. 

	
The duties and responsibilities of the position are subject to change as dictated by operational needs. The following list outlines key responsibilities and is not comprehensive:
· Develop and Advance Tertiary Programmes: Lead the development and advancement of tertiary programmes across KWETB FET colleges, ensuring cohesive programme delivery and progression. Collaborate with partner ETBs and HEIs, managing curriculum design and implementation aligned with strategic educational goals.
· Stakeholder Engagement: Actively engage with the National Tertiary Office (NTO) and other key stakeholders to report on and discuss the progress of educational initiatives. Foster strong relationships to ensure broad support and understanding.
· [bookmark: _GoBack]Strategic Planning and Development: Strategically plan and progress the establishment of the Colleges of FET within the ETB. Project manage the implementation of the strategy. Ensure that these plans are well-aligned with tertiary education objectives and integrated into broader educational strategies.
· Policy Formulation and Implementation: Formulate policies and strategies that address complex educational and administrative issues and align with long-term educational and fiscal goals.
· Leadership and Innovation: Provide leadership in public service renewal and reform agendas. Promote and implement innovative strategies and structures within educational frameworks.
· Representation and Advocacy: Effectively represent the ETB’s interests and policies, especially in contexts impacting tertiary education. Advocate for the ETB’s positions and ensure alignment with public service values.
· Team Coordination and Resource Management: Coordinate and integrate efforts across various departments. Ensure team objectives are aligned, and resources are utilised efficiently for optimal outcomes.
· Strategic Initiative Promotion: Work closely with local team management to promote and support strategic initiatives. Engage teams in achieving aligned and coherent strategic goals.
· Review and Feedback: Organise regular internal reviews and feedback sessions to assess strategic progress and realign on future directions. Ensure continuous improvement through reflective practice and feedback.
· Responsiveness to Evolving Needs: Undertake additional duties or projects as required by the integrated FET sector's evolving needs. Adapt to changes and new challenges in a timely and effective manner. 



General Information

Selection and Interview Process
Due to the limited interview time and the high volume of applications we expect to receive, we will conduct a rigorous assessment of all application forms. We will focus on the relevance and extent of each candidate’s work experience and qualifications.

Candidates who advance to the next stage will participate in a competency-based interview. This interview will assess critical competencies relevant to the Tertiary Coordinator role, such as leadership, analysis and decision-making, management, interpersonal communication, and specialist knowledge. This stage is designed to evaluate how candidates' experiences and skills align with the position's demands.

We are committed to a fair and transparent selection process conducted in accordance with principles of equality and non-discrimination.

Salary range
€79,479 to €96,801 (in nine increments) 
Person Specification for Tertiary Coordinator

Job Title: Tertiary Coordinator

Overview: Candidates must demonstrate in-depth specialist knowledge, expertise, and continuous professional development. They should exhibit the skills and competencies crucial for effectively managing and leading within the FET college context, particularly in tertiary education and training.

Essential Competencies and Qualifications:
· Management and Leadership:
· Proven experience leading diverse teams and effectively managing resources within an educational or training environment.
· Demonstrable ability to shape and implement strategic plans, policies, and procedures in alignment with tertiary education goals.
· Strong capabilities in leading change and achieving reform within the ETB framework, with a clear track record of analytical decision-making and results delivery.
· Educational Qualifications:
· A Level 8 qualification (or equivalent) in a relevant field such as curriculum development, public sector management, or strategic delivery is highly desirable.
· Continuous professional development relevant to educational management and strategy implementation.
· Operational and Strategic Execution:
· Demonstrated experience in planning and executing strategic projects, with the ability to oversee comprehensive programme development and curriculum integration.
· Ability to conduct thorough analysis and make strategic recommendations based on complex data.
· Interpersonal and Communication Skills:
· Exceptional ability to communicate verbally and in writing effectively, tailoring messaging to diverse audiences.
· Established skills in fostering collaboration and maintaining strong relationships with various stakeholders, including the ability to negotiate and advocate for the ETB’s interests.
· Motivation and Public Service Commitment:
· A robust understanding of and commitment to public sector values, with a driven approach to developing and managing educational frameworks.
· Proven adaptability to changing work environments and ability to handle responsibilities flexibly and proactively.
· Teamwork:
· Strong teamwork skills, with the ability to engage with and lead teams in the collaborative development and delivery of educational programmes.
· Experience working effectively across departmental lines to support and enhance team objectives.

Additional Notes:
· The role may involve transfer and secondment opportunities, subject to operational requirements.
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