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Job Description
Post


Skills and Education Manager
Reporting to

Deputy Chief Executive
Salary


£ 
Hours
9.30 – 5.30 including 1 hour unpaid lunch - with some early morning and evening work as required
Location

81 King Street, Manchester, M2 4ST

Other


Death in Service Cover
Holidays

30 days plus statutory holidays 
Background to the company
pro∙manchester is a membership organisation representing the financial and professional service companies in and around Gtr Manchester.  
Boasting more than 250 corporate member firms which embody the city’s network of expertise in the sector, pro·manchester is the natural gateway to the largest financial and professional regional service centre in the UK.

In promoting our community’s skills and expertise locally, nationally and globally, pro·manchester aims to support financial and professional sector growth, generating an additional £3.5bn in GVA terms and 70,000 net new jobs over the next ten years.

 

24 years’ experience of supporting the sector’s growth has secured pro·manchester a strong national reputation for delivering quality work as we strive to realise the full potential of Greater Manchester’s economy. 

Main purpose of role 

To manage pro∙manchester’s projects relating to the development of skills for business and the attraction and retention of graduates in to the sector in Manchester.      
This enables members firms to express their higher level skills needs and gaps to the university sector and to jointly develop appropriate solutions.
Position in Organisation

Reporting to the Deputy Chief Executive the post-holder will also support the work of other team members. 
Key responsibilities
· Delivery of the pro.manchester Skills Strategy and Action Plan agreed by the Skills Committee and the Board of pro-manchester 
· Develop and improve contact between the ﬁnancial and professional community and academia with emphasis on Manchester HEI' s and the Co-operative Academy speciﬁcally.
· Communicate skills needs of the ﬁnancial and professional sector, to ensure such requirements are met, identify current skills gaps and improve the employability of young people, graduates and post graduates over the medium term.
· Enhance the understanding of students/ lecturers and careers advisers of the various paths and employment opportunities within the ﬁnancial and professional sector in Greater Manchester.
· Facilitate the connections between businesses and academic bodies to improve the opportunities for mentoring, careers advice, placements and employment.
· Support effective leadership and management development programmes within middle tier and smaller ﬁnancial and professional ﬁrms.
· Reach out : encourage and support initiatives to develop ﬁnancial and professional knowledge and skills within the corporate community across the region. This to include initiatives to enhance ﬁnancial and business skills for entrepreneurs, business start ups and new business opportunities within the new media, creative and digital sectors speciﬁcally.
· Develop a series of videos and podcasts dealing with basic business and ﬁnancial skills for entrepreneurs, start ups and SME' s, this to include best practice, business modelling, business planning, strategic management, raising ﬁnance etc.
· Develop a series of events, seminars and networking opportunities to enable the ﬁnancial and professional sector to engage with the developing corporate sectors to assist with mentoring, growth and development.
· To work closely with the ICAEW, the Financial Sector Skills Council and the National Skills Academy for Financial and Professional 
· Services to ensure the pro.manchester objectives for skills and education are met and to develop if possible a Future Skills Capacity Model for the ﬁnancial and professional sector 
· over the medium term incorporating the NWDA high level skills programme initiative.
· Liaise with the Chairman of the pro(manchester Skills Committee in the effective running of quarterly meetings, recruitment of committee members, preparation of minutes and the delivery of outcomes

· Communicating with members to identify their needs so these can be acted on as appropriate, and to promote pro.manchester’s skills activity
· Maintain relationships with key organizations including the Financial Services Sector Skills Council, National Skills Academy for Financial Services, North West Universities Association and others to ensure the pro.manchester/GMSA strategy takes account of other national, regional and local strategies and to inform these organizations about members’ skills needs
· Attendance at other pro.manchester committee meetings when relevant to cross reference activity with the skills committee and contribute to their agendas as appropriate. Attendance at Board Meetings when requested.
· Updating and developing the skills area of the website so that members have access to relevant information (e.g. information about existing skills programmes and services), that members are involved with on-line discussions and putting forward ideas for future topics.
· Support other members of the team when required in all pro.manchester business such as membership recruitment and retention, event management, database provision and general office duties.
· Provide support at pro.manchester events and discussion groups as required including early mornings and after work events.

Technical and Personal Skills
· Knowledge of publicly funded skills and training organizations (highly desirable)

· Understanding of the higher education sector in Greater Manchester (highly desirable)

· Excellent interpersonal skills, able to deal with private sector member companies, the education and public sector, and to work in a small busy team (essential)
· Excellent organisational skills including the ability to plan, organize and manage own workload and to work unsupervised (essential)
· Must work to deadlines and respond in a flexible way to the changing demands of workload (essential)
· High standard of written and verbal communication (essential)

· Ability to write own correspondence confidently and accurately (essential)

· Excellent Microsoft Office Skills including Outlook, Word and Access (essential)

· Ability to demonstrate understanding of IT systems including maintaining web pages (desirable)
· Ability to work flexible hours.
· Use of own car (desirable)

[image: image1.wmf]