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Job Description 

 
Post Title:    CPD Programme Manager 

 

Anticipated start date:   September 2021 (or as soon as possible) 

 

Salary:     £35,000 - £45,000 p.a. FTE (dependent upon skills & experience) 

 

Employer:   Gateway Alliance 

 

Contract type:   Part time – 0.8 

 

Contract term:   Permanent  

 

Responsible to:   Executive Director (Gateway Alliance) 

 

Base:  Gateway Alliance, Mortimer Road, Kenilworth, CV8 1FS 

(plus home-working - as required) 

 

Closing date:   5pm - Thursday 20th May 2021 

 

Interview date:  Wednesday 26th May 2021 

 

Background Information 
 

At the Gateway Alliance we aim to be at the forefront of professional learning in 

education; supporting schools to be the best they can be. 

 

The Gateway Alliance (GA) was formed in July 2011, originally in the form of a teaching school 

alliance and, in 2015, was incorporated as a school company.  GA is an independent school-

led company which provides professional development, training and support to more than 200 

schools across Warwickshire, Coventry and beyond.  

 

The Gateway Alliance aims to: 

 

• be part of a school-led system that enhances teaching and learning and supports the 

delivery of improved outcomes for children; 

• be a trusted provider of outstanding professional learning for schools within and beyond 

Warwickshire; 

• play a significant role in the recruitment and training of new entrants to the teaching 

profession through our involvement in high quality initial teacher education; 

• broker and provide school to school support to ensure that schools within and beyond the 

Alliance can be strong and successful organisations meeting the needs within their own 

context; 

• engage in research and development activities that contribute to a more evidence-based 

approach to school improvement; 

• provide and broker leadership development opportunities for staff within and beyond the 

Alliance to develop their leadership skills, experience and confidence; 

• maintain and further develop partnership links with primary, secondary, special schools, 

teaching schools, universities and other educational organisations. 
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Job Purpose 
 

As a senior member of the GA central team, the CPD Programme Manager will be responsible 

for the development and delivery of our annual CPD offer for schools across our large and 

growing network. You will ensure that our provision is of the highest quality, making GA the 

destination of choice for educational professional learning across the region and beyond. 

 

General Duties 
 

• Taking a lead on the day to day running of our CPD programme to schools, ensuring that 

it has the greatest impact on supporting school improvement and is rooted in evidence-

based practice. 

• Delivering on all aspects of training/event management – programme design & 

planning, liaising with speakers/facilitators, attending/hosting training events (online and 

face to face), quality assuring provision in line with the QA framework, overseeing all 

event related admin  

• Building and maintaining strong working relationships with key stakeholders including 

partners, schools and external consultants/organisations. 

• Designing, quality assuring and, if appropriate, facilitating professional development 

activities based on identified local needs. 

• Scheduling and hosting online training events and networks. Using digital software to edit 

event recordings and upload onto the website. 

• Managing various programme contracts and commissions. 

• Recruiting, supporting and deploying facilitators for key CPD programmes. 

• Creating and maintaining event information on the GA website. 

• Managing and delivering commissions and bespoke CPD requests from schools and 

partners. Proactively working to attract further commissions and bespoke work. 

• Marketing our CPD offer to schools, growing the network. 

• Having a strategic overview of key financial information and budgeting, in line with the 

Alliance’s Delivery Plan, ensuring value for money. 

• Analysing and reporting key management information to stakeholders and identifying 

opportunities for continuous quality improvement. 

• Sourcing funding and commissions; including bid writing. 

• Developing and maintaining effective systems and processes in line with role. 

 

Other duties as required, commensurate with this role.  

 

What we are looking for: 

• An individual with a good understanding of the educational landscape particularly in 

terms of high-quality, evidence-based professional learning for schools. 

• Someone with a clear understanding of effective professional learning and the ability to 

work with others to ensure our CPD programmes remain relevant and continue to meet 

needs of schools. 

• A curious, research-focused individual who values their own professional development 

and is motivated to continually develop their skills, knowledge and understanding. 

• A highly skilled and adaptable communicator able to work effectively with key 

stakeholders at all levels. 

• High levels of professionalism and ability to work at a senior level. 
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• A skilled partnership manager who has experience of developing and maintaining strong 

working relationships. 

• A pro-active individual, able to work independently and as part of team. 

• Someone who has effective project management skills, is organised, able to prioritise 

tasks and is able to identify and manage potential risks. 

• Someone highly proficient with IT and working online, able to use a wide range of 

technology and software to support back-office tasks and training. 

• The ability to motivate and inspire others and work collaboratively. 

• Ability to manage budgets and business plan. 

• Someone with a positive outlook and a ‘can do’ attitude.  

Note: This organisation is committed to safeguarding and promoting the welfare of children 

and young people and expects all staff & volunteers to share this commitment. This post is 

subject to an Enhanced DBS Disclosure. 

 

This role will require travel across the Midlands and therefore the post holder must hold a full 

driving licence and have access to a vehicle. 



 

 4 

Job Specification 
Knowledge, skills and experience requirements for the post. 
 

Post Title: CPD Programme Manager 

 Essential Desirable 

Qualifications 

Degree or equivalent related professional qualification. X  

Qualified Teacher Status.  X 

Leadership Skills 

Experience of leading and influencing colleagues.  X  

Communication Skills  

An excellent communicator, who can effectively communicate with 

a range of key stakeholders/partners, maintaining high levels of 

professionalism at all times. 

X  

A confident relationship builder, that is easily able to develop 

professional relationships and partnerships. 
X  

Ability to communicate key messages to a wide audience, including 

using a range of marketing tools including online/social media. 
 X 

Experience and Knowledge 

A clear understanding of effective professional learning. X  

A good understanding of the current and evolving educational 

landscape and the ability to translate this into a local delivery offer. 
X  

A proven ability to deliver/facilitate high quality adult learning 

opportunities. 
 X 

An ability to drive and deliver projects across a wide partnership, with 

a strong focus on quality. 
 X 

The ability to work independently and as a motivational team 

member to ensure high performance. 
X  

Excellent attention to detail. X  

Experience of producing reports, suitable for a range of stakeholders.   X 

Ability to use a wide range of online and IT packages. X  
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 Essential Desirable 

Personal Attributes 

An ability to use the full range of leadership skills and qualities 

including emotional intelligence as appropriate to the situation. 
X  

A willingness to constructively challenge the work of self and others to 

continually improve own and team performance. 
X  

Ability to work under pressure and meet deadlines. X  

Highly developed interpersonal skills including influencing skills. X  

 

 

Additional Information: 

• The post holder will be employed by the Gateway Alliance (School Company). 

• The role will require the post holder to travel around the region and also to work from 

home when required. 

•  The working pattern will be part time (0.8), 41 weeks per year.  There will be an 

expectation that annual leave is taken, primarily, during school holiday periods. 

 

We would consider candidates who would like to take up the post as a secondment 

opportunity.  

 


