
 
 

Job Description 
 
 
Job Title:  Head of Professional Development   
Reports to:  Chief Executive   
Direct Reports: Leads, Support Administrator and CDN Associates 
 

 
 
Main Purpose of Job 
 
The post holder will; 
 

• Ensure that objectives set out in CDN’s 2020-23 Strategic Framework and business plans are 
achieved, with specific responsibility for activities focused on workforce professional development, 
digital innovation, and additional special projects. 

• Work with the Chief Executive and Operations Leads to ensure that outcomes are achieved, and key 
performance indicators met, consistent with the expectations of the Board, funders and key 
stakeholders. 

• Manage staff, projects and budgets, and provide regular operational and budgetary reporting, 
ensuring that project activity and resources are aligned to the operational plan and the needs of the 
business. 

• Positively represent CDN in national partnerships and collaborations to foster professional excellence 
in the college system. 

 
 
Key Responsibilities 
 

• Ensure that best practice in learning and teaching is embedded and employed across the sector. 

• Develop and deliver innovative learning, teaching and development services and resources in line 
with sector needs. 

• Ensure CDN’s impact in digital upskilling, innovation and capacity across the sector is further 
enhanced. 

• Engage relevant leaders from other sectors and geographical jurisdictions, and ensure their best 
practice and priorities are reflected in CDN’s work programme. 

• Support colleges’ national and international impact through the promotion of innovative practice 
across the sector.  

• Lead on a number of strategic special projects. 

• Undertake project planning and monitoring to ensure that key objectives are met for both core activity 
and any other funded projects. 

• Manage and support the staff team, including CDN Associates, ensuring that objectives are in place 
which align with Strategic Framework and bespoke projects activity. 

• Agree and manage budgets, ensuring that effective forecasting is undertaken. 

• Contribute to the achievement of CDNs income generating strategy by 
o Seeking out commercial opportunities 
o Securing additional sources of funding through projects activity aligned to CDN’s expertise 

• Ensure that management data is effectively captured and reported; and oversee the CDN quality 
management system. 

• Represent CDN, where impactful and aligned to outcome priorities, on key boards, steering groups 
and short life working groups. 

• Play a positive and proactive role in CDN’s Leadership Team and as a supportive colleague in the 
wider organisation. Support the Chief Executive in engaging with and reporting to the CDN Board and 
its committees.  

 
In addition, the post-holder will have other duties and responsibilities which will enable CDN to fulfil its 
objectives. 


