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Role Description – Senior Professional Standards Manager

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

	Reports to (1)
	Head of Professional Standards
	Direct reports (1)
	7

	Key relationships / interfaces (1)
	Internal: 
	Professional Standards team, Service Delivery; Commercial Team; Executive; Finance team; Portfolio team

	
	External:
	Accredited Providers; PS&K 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 line manage the Professional Standards team to ensure all APM professional qualifications and standards are developed and maintained as fit-for-purpose together with the maintenance of the assessment infrastructure required to deliver those standards, qualifications and services. 

	Breadth of responsibility (3)
	To manage the Professional Standards team to develop and maintain APM standards and qualifications. Responsible for oversight of the integrity of each of the standards and qualifications, including all aspects of the assessment content and process including transitioning into business as usual. The role holder will also be responsible for assisting in strategic developments and promoting cross departmental working

	Dimensions and limits of authority (4)
	Queries and issues which cannot be resolved by the role holder are referred to the next level.
Capital expenditure outside the given budget will need to be referred to the line manager.  Recommendations for change must be discussed with 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)

	General

	· Line manage professional standards team


	· Support Professional Standards Development Managers to manage development of new / existing Professional Standards qualifications / standards
· Support Professional Standards Managers to ensure existing Professional Standards qualifications / standards are fit for purpose
· Support Professional Standards Co-Ordinators to ensure the efficient and effective running of the qualifications / standards
· Support the Quality Manager to ensure that quality management systems are implemented effectively across the full range of qualifications / standards


	· Review current ways of working and look for efficiencies and improvements


	· Conduct benchmarking research and reviews of existing systems and processes to ensure that effective process is in place
· Implement new / improve ways of working across the suite of qualifications/ standards where appropriate 

	· Assist in strategic developments


	· Provide support to the Head of Professional Standards with strategic developments
· Disseminate and manage team to implement strategic developments

· Engage team in strategic thinking and gain buy in from the department for implementation

	· Promote cross departmental working


	· Provide Professional Standards input into projects where relevant
· Support team members involved in cross-organisation work

	· Management of associate contracted parties for the suite of qualifications / standards
	· Support and oversee the recruitment and training of associate contracted parties

· Set the expectations of associate contracted parties and establish expected behaviours

· Provide an escalation point for any performance issues of associate contracted parties based on tolerances and evidence from quality assurance measures and standardisation

	· Effectively process complaints related to the standards and services and be an escalation point for complaints managed by the team of product managers
	· All complaints received are processed in line with APM policy and within the agreed timeframes.

	· Ad-hoc projects as required by APM business strategy.
	· Projects are carried out with enthusiasm and competence.

	· General 
	· Develop, review and oversee the team budgets and reporting when required on qualification / standards spend
· Provide reports to the PS&K committee as required
· Provide regular reports and suggestions to steering group and act upon these recommendations


Person Specification – Senior 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 managing professional standards/professional qualifications
· Experience of analysing and presenting data

· Experience of managing dispersed and associate teams
· Experience of line management
	· Essential

· Essential

· Desirable

· Essential

	· Knowledge
	· Knowledge of assessment design 

· Knowledge of quality assurance in relation to professional standards products


	· Desirable

· Desirable



	· Skills
	· Highly developed communication skills

· Good negotiation 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

· Resiliance

· Technical and professional expertise
	· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential


	· Supporting Behaviours

	· Behaviour
	· Description

	· Communication


	· Writes and speaks clearly, concisely and persuasively



	· Customer and Supplier Focus


	· Ability to understand the needs and priorities of customers (inside and outside the organisation) and the desire to meet their expectations

	· Working Together / Teamwork


	· Demonstrates strong team-working ethic and ability to work with a wide range of stakeholders at all levels



	· Leadership and Developing People


	· Ability to assist team members in reaching full potential through feedback, coaching, development and training

	· Problem Solving and Ownership


	· Takes ownership of problems and can apply intellectual and creative skills to implementing solutions

	· Improvement, Change and Creativity


	· Willingness to challenge assumptions and ability to adapt or generate imaginative and innovative ideas

	· Planning and Organising


	· Ability to develop clear, efficient and logical approaches to work

	· Organisational Commitment


	· Can demonstrate commitment to the APM and actively embodies the values of the organization by maintaining a professional image at all times.

	· Resilience


	· Ability to maintain control and performance during stressful situations
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