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Role Description – Professional Standards Manager

Note: numbers in brackets () – please refer to the separate Guidance Notes.
	Role title
	Professional Standards Manager
	
	3
	Department
	Professional Standards

	Reports to (1)
	Senior Professional Standards Manager
	Direct reports (1)
	0

	Key relationships / interfaces (1)
	Internal: 
	Executive team, other senior management team members, PS Colleagues, Service Delivery; Commercial Team; Support teams. 

	
	External:
	Accredited Providers; PS Committee; Scheme and Compliance Panel, Technical Assurance Group(s), assessors, external consultants, facilitators; candidates and their employers, other professional and regulatory bodies.

	Role purpose (2)


	This role is designed to manage and maintain as fit-for-purpose a range of APM professional standards and qualifications. 

	Breadth of responsibility (3)
	To manage APM operational standards and qualifications, responsible for maintaining the integrity of each of the standards and qualifications, managing the assessment infrastructure which supports their effective operation, advising of the need for improvement and updates to them. 

	Dimensions and limits of authority (4)
	Capital expenditure outside the given budget will need to be referred to the line manager.  Recommendations for change must be referred to the line manager. 

Significant changes in direction or input to the PS strategy are referred to the line manager. 


	Key responsibilities / accountabilities (5)

	Key performance measures (6)

	· Management of associate contracted parties for specific qualifications / standards
	· Manage recruitment and annual training of associate contracted parties
· Performance manage associate contracted parties based on tolerances and evidence from quality assurance measures and standardisation

· Manage the renewal / termination of associate contracts

	· Implement and manage the Senior Examiner Teams
	· Set and manage expectations for the Senior Examiner Team

· Set and manage agendas and preparation for the quarterly Senior Examiner Team meetings

· Prepare and agree Chairperson’s brief prior to meetings

· Play an active and vital role in these meetings as the APM representative of the qualification / standard 

· Review and approve (where appropriate) recommendations from the Senior Examiner Team meetings

· Manage and deliver any Senior Examiner Team training

	· Standardisation and Quality Assurance
	· Monthly quality assurance reporting on qualifications / standards performance

· Manage standardisation activities in line with quality assurance processes and agree suggested performance ratings with the Lead Quality Reviewer

· Manage quality reviewing sampling process and agree corrective action where required

· Implement processes in line with quality requirements provided by the Quality Manager



	· Involvement in development of existing Professional Standards qualifications / standards
	· Work within the Project team to establish baseline plans (where applicable)
· Manage relevant workstreams to time/cost/quality parameters (where applicable)
· Work with project team to achieve successful outcomes (where applicable) focussing on transitioning from project to BAU activities
· Implement processes in line with quality requirements provided by the Quality Manager



	· Results / enquiries / appeals
	· Manage stage 2 results enquiries in conjunction with Service Delivery

· Provide support and evidence to any formal appeals

	· Maintain existing and develop new assessment materials  
	· Set parameters around commissioning assessment materials based on gap analysis and predicted candidate numbers
· Manage and deliver item writer training

· Provide a final sign off on questions against specification or recommendations from the Senior Examiner Team

· Provide final sign off on exam papers / assessment material against specifications on recommendations from the Senior Examiner Team

· Manage rotation of live assessment material

	· General 
	· Produce and manage budgets, reporting monthly on professional standards performance
· Contribute to the PS&K committee and other Technical Assurance groups as required
· Where applicable provide proposal papers to the relevant governance reporting lines and act upon these recommendations
· Managing potential solutions, by presenting options papers. 
· Contribute to ad-hoc projects as required by APM business strategy 


Person Specification – Professional Standards Manager
	Attribute
	Description


	Essential / desirable

	Qualifications 
	· Educated to first degree level

· Professional qualification in assessment design and application

· Professional qualification in project, programme or portfolio management
	· Desirable

· Desirable

· Desirable

	Experience 
	· Experience within a professional body 

· Experience managing or developing professional standards or qualifications 

· Experience of analysing and presenting data

· Experience of managing dispersed and associate teams


	· Desirable

· Essential

· Essential

· Essential 



	Knowledge
	· Knowledge of assessment design 

· Knowledge of quality assurance in relation to professional standards and qualifications 


	· Essential 

· Essential



	Skills
	· Highly developed communication and presentation skills

· Good negotiation and stakeholder management skills

· Relevant PC skills in Word, Excel, PowerPoint and examinations management software
	· Essential

· Desirable

· Essential

	Behaviour / competency 
	· Adaptability
· Analytical thinking

· Communication skills

· Customer focus

· Influence and persuasion

· Interpersonal skills

· Planning and organizing

· Relationship building

· Results orientation

· Resilience

· Technical and professional expertise
	· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential
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