
JOB DESCRIPTION  

 
Job Title: Programme Leader 
Hours:    Part- time, 3 days per week  
Salary: £47,474 pro rata per annum 
Faculty: Faculty of Post-Qualification and Professional Doctorates 

Location:   Metanoia Institute, other locations as appropriate. 
                                          Some home-based working an option. 
Responsible to:                 Head of Faculty 
Responsible for:  Staff within DCPsych Programme  
Type of Employment:  Permanent 
 
 

Main purpose of the job 

Programme Leader is a senior career-grade teaching position. Post-holders will be expected 
to show academic leadership in teaching, to manage and develop the Metanoia Institute 
DCPsych Programme and to support the management and strategic planning processes of 
the Faculty and the Institute. 
 
 

Key responsibilities  

 

 
1. To manage the day to day operation of the DCPsych Programme, including 

timetabling, candidate communications, liaison with external agencies/ professional 
bodies, monitoring of student numbers, chairing programme, studies and assessment 
boards. 

 

2. To provide managerial support and development to programme tutors and 
administrative support staff. This will include one-to-one line management meetings, 
annual appraisals, tutor meetings, and participation in recruitment and selection of 
new tutors. The post holder will also be responsible for ensuring regular 
communication and meetings with, and quality control of, Approved Supervisors. 

 

3. The operation and development of the DCPsych Programme. This includes programme 
curriculum review, design and implementation as appropriate; liaison with accrediting 
university contacts; liaison with programme examiners and consultant; re-
accreditation/validation of the Programme; production and review of course 
literature; marketing and promotion of the Programme. 

 

4. Participation in budget planning for the Programme.  

 
5. Teaching & Student Support 
 
- Lead the innovative design, development and delivery of relevant programmes of study 

at various levels. 
 

 



- Regularly review and update course content and teaching materials, ensuring that they 
remain up-to-date and relevant, incorporating advances in the subject area and utilising 
appropriate technology. 

 
- Set, mark, and assess coursework and examinations; select appropriate assessment 

instruments and assessment criteria; and provide constructive and comprehensive 
feedback to students. 

 
- Actively maintain an understanding of appropriate pedagogy in the subject area and 

provide advice on study skills. 
 
- Provide academic leadership to those working within programme areas, for example as a 

course tutor. 
 
- Undertake and complete administrative duties required in the professional delivery of 

teaching. 
 
- Undertake academic advising duties, and provide first-line support for sensitive issues, 

referring on as appropriate to services providing further assistance. 
 
- Adopt an approachable, non-discriminatory and inclusive attitude towards staff and 

students. 
 
- Ensure that all relevant policies and processes are known and adopted by staff and 

students. 
 

6. To prepare monitoring, re-accreditation and re-validation documentation as required 
by BACP, UKCP, Middlesex University. 

 

7. Membership of the Metanoia Academic Board. Involvement in Metanoia-wide events 
such as the annual Away Day, diploma presentations, working groups. 

 

8. Be research active and be an active representative of Metanoia on key professional 
bodies/ committees; at external events, conferences or seminars; through production 
of sector or journal articles/ reviews; through the operation of external or internal 
workshops or seminars.  

9. To work in accordance with Metanoia’s Equal Opportunities Policy, Codes of Ethics 
and Professional Practice, Complaints Procedures and Health and Safety Policy. 

 
10. Other reasonable duties as may be required  

Other Duties 

   Complying will all Metanoia Institute policies and guidelines (i.e. Health & Safely, Data  
  Protection, Equality & Diversity etc.). 
 

 
 
 
 



PERSON SPECIFICATION 

 

 Essential Highly 
Desirable 

How Assessed 

Qualifications 

Doctorate in Counselling Psychology. A relevant PhD or 
Doctorate in Clinical Psychology may be considered. 
 

 
 

 

 
 
 

CV 
Certificates 

Knowledge and Experience 

Excellent interpersonal skills, with the proven ability to 
engage with students using a variety of different methods. 

 
 

 Supporting 
Statement 
CV 
Interview 
Reference 

Significant experience of high-quality teaching at 
undergraduate and postgraduate level. 
 

 
 

 

Experience of successful curriculum design or re-design. 
 

 
 

 

Excellent presentation skills, with the proven ability to 
communicate effectively, both orally and in writing, with 
students, colleagues and external audiences. 
 

 
 

 

Skills & Abilities     

Leadership and people management skills. 
 

 
 

  

Advance  level  IT skills   
 

Supporting 
Statement 
 
CV 
Interview 
Reference 

Ability to exercise a high degree of innovation and creative 
problem-solving. 
 

 
 

 

Excellent organisational and administrative skills. 
 

 
 

 

Ability to prioritise and meet deadlines. 
 

   

A willingness to participate in support activities beyond 
normal teaching duties 

   

Experience of disseminating and implementing relevant 
policies and practices. 
 

   

Ability to work in a non-discriminatory, inclusive and anti-
oppressive manner. 

   

 
 
Attitudes and Values 

   

Flexibility and availability 
 
 
Autonomous  
 
 
Good relationships both upwards and downwards 
 

 
 
 
 
 
 
 
 
 

 Supporting 
Statement 
CV 
Interview 



Confidence in dealing with external stakeholders  
 
To work in accordance with Metanoia Institute’s  Equal 
opportunities Policy, Codes of Ethics and professional  

Practice, Complaints Procedures and Health and Safety 
Policy 

 
 
 
 
 

 

  
 

METANOIA INSTITUTE: STAFF BENEFITS 
 
 

Staff Benefits Include: 
 

Annual Leave On appointment  - 20 working days  
After 1 years’ service - 25 working days holidays 
 At 5 years’ service - 28 working days  
 At 10 years’ + service - 30 working days  
 
plus general/public holidays 
 

Childcare Vouchers 
 

Savings made by buying childcare vouchers through a salary 
sacrifice scheme, which means less tax and NI is paid 
 

Group Pension Provided by Scottish Widows.  Payments can be through salary 
sacrifice, which means savings made on tax and NI will be added 
to the total contribution. Eligible after completion of 3 months 
service 
 

Season Ticket Loan Interest-free loan to staff for purchasing a season ticket for 
travel to work.  Eligible after successful completion of probation 
 

  
  

 

 


