
Assistant Principal  



Dear Applicant 

Thank you for expressing an interest in the position of Assistant Principal at Bolton 
College. On behalf of the College, I am delighted to provide the enclosed information 
about the role.  

You might now be asking…Why Bolton College? Well here at the College, diversity isn't 
just embraced – it's celebrated. Our vibrant culture thrives on the unique perspectives 
each individual brings, and our dedicated staff are fully invested in every learner's journey 
toward success. Situated conveniently alongside the University of Bolton in the 
town centre, we pave the way for seamless progression pathways for our students. 
Offering an extensive array of courses tailored for young people, adult learners, 
apprentices, and those pursuing higher education, we take immense pride in our 
inclusive educational ethos. With a warm, supportive atmosphere, we're more than 
just a college – we're a close-knit community committed to nurturing growth and 
fostering a sense of belonging. 

At the heart of our College lies the exceptional talent and dedication of our staff.  Our 
commitment to fostering an inclusive workplace not only nurtures our employees but 
also serves as a catalyst for their success, empowering them to excel within their roles. 
At the College, we firmly believe in cultivating the potential of our staff. 

Following the College becoming part of the wider University of Bolton Group, a 
‘fee waiver’ policy has been successfully embedded. This policy encourages our 
staff members to pursue further qualifications without financial barriers. It's an 
incredible opportunity for our team to advance their skills and aspirations, while also 
allowing us as an employer to invest in and retain our talented staff members. 

If you share our values and want to be part of a great team then we would love to 
hear from you. You can find out lots more about Bolton College via our 
website www.boltoncollege.ac.uk 

If you have any queries or require help in completing the application form please do not 
hesitate to contact us. We look forward to receiving your completed application. 

Yours faithfully 

Sue Bury 
Head of People & Culture 

http://www.boltoncollege.ac.uk/


Assistant Principal 
37 hours per week 
£58,853 - £65,048 per annum 

We are seeking an exceptional Assistant Principal to work in partnership with other 
Assistant Principals and members of the Executive team to ensure College targets are met 
and with the Chief Officer: Quality, Learners & Skills will provide strategic and 
operational curriculum development leadership by working effectively with curriculum and 
business managers. 

You will provide strategic and operational leadership for learner attendance, 
behaviour, engagement and positive learner culture through the direct line management of 
the Positive Engagement Officer(s). 
Ideally, you will: 

• Have proven and up to date experience of leading and developing provision across a range
of funding streams. 

• Have experience in supporting other staff to develop new business opportunities leading to
additional engagement. 

• Have experience of planning, sourcing and delivering impactful staff development to improve
student outcomes and ensure workforce development. 

• An aptitude for pragmatic solutions to complex issues.
• 
What We’re Looking For: 

• Strong leadership experience in FE, HE, or industry
• Proven experience in raising levels of student retention, achievement and success.
• Experience of managing and developing curriculum delivery, excellent communication skills

and knowledge and a discipline in one of the curriculum areas you will be leading 

Why Join Us? 

• Lead a strategically vital curriculum area
• Influence regional and national skills development
• Work within an ambitious leadership team

If you would like to chat about anything, from the role to what it’s like to work with us, please don’t 
hesitate to drop us an email or give us a call and we’ll be happy to help in any way we can. Tel: 
01204 48000 Email: People@boltoncollege.ac.uk 

An application pack can be downloaded from our website by accessing 
https://careers.boltoncollege.ac.uk/ or by email request to people@boltoncc.ac.uk 

Closing Date: 19th  July 2026 
Interview Date: 6th and 7th August 2026 
Job Ref: 169-26

mailto:People@boltoncollege.ac.uk
mailto:people@boltoncc.ac.uk


JOB DESCRIPTION 

JOB TITLE:  Assistant Principal

Sector:  Quality, Learners & Skills 

Grade:                      Management Spine 

Responsible to:       Chief Officer: Quality, Learners & Skills 

Responsible for:     Heads of Department, Positive Engagement Officers, Quality     
Improvement Leaders, Administrators 

PURPOSE OF THE ROLE: 
The Assistant Principal (AP) is a key role and the postholder will work in partnership with 
other Assistant Principals and members of the Executive team to ensure College targets are met 
and with the Chief Officer: Quality, Learners & Skills will provide strategic and operational 
curriculum development leadership by working effectively with curriculum and business managers. 

The AP will have experience of managing and developing curriculum delivery, 
excellent communication skills and knowledge and a discipline in one of the curriculum areas 
you will be leading. The AP will have a strong track record of implementing and leading 
innovation and improvement in curriculum areas and demonstrating its impact in terms of tangible 
results. 

The postholder will provide strategic and operational leadership for learner attendance, behaviour, 
engagement and positive learner culture through the direct line management of the 
Positive Engagement Officer(s). The role will ensure the effective implementation, monitoring and 
continuous improvement of College strategies that promote learner participation, attendance, 
punctuality, conduct and success. 



MAIN RESPONSIBILITES AND DUTIES TO THE POST: 

1. As a member of the Senior leadership team, work collaboratively with Senior and Executive
leadership to align the skills education provision within the AP portfolio the College’s broader 
vision and strategic objectives. 

2. Report to and support the Chief Officer: Quality, Learners & Skills (COQLS) in the delivery of
the College’s academic and vocational strategy, particularly in the areas of skills education, 
apprenticeships, and workforce development. 

3. Role model the values of the College and take accountability to ensure these values and
behaviours are demonstrated by staff and learners in all activities within your portfolio. 

4. Deputise for the COQLS in their absence, particularly in matters related to skills education and
vocational training. 

5. Provide clear direction and impetus to ensure the College’s strategy is communicated and led
in line with the College’s Strategic Plan. 

6. Contribute to the development and delivery of the College’s strategic plan, ensuring that skills
education and employer engagement are key drivers of the College’s success. 

7. Engage with external stakeholders, including local employers, industry bodies, and
government agencies, to promote the College’s skills education provision and ensure it meets 
local and national economic needs.  

8. Work proactively with relevant academic partners and professional bodies to ensure full and
effective compliance with national requirements and standards and maintenance of the 
College’s excellent reputation locally and nationally. 

9. Liaise effectively with external industry counterparts and key Further and Higher Education
partners to build the brand and reputation of the College and maximise opportunities for growth 
and development within the Strategic Plan which respond to current thinking and are 
sustainable in the longer-term  

Curriculum Development and Delivery 

10. The AP will provide inspirational leadership to staff to deliver outstanding teaching and learner
experiences across a diverse range of curriculum areas. Working closely with the COQLS, the 
AP will ensure that Bolton College is recognised for excellence in all that it does. 

11. To work with key College partners (internal and external) to provide curriculum leadership with
a focus on the quality of education through the development of skills, knowledge and 
behaviours to provide an excellent learner experience within the AP portfolio. 

12. To lead, manage and develop the areas of responsibility, working collaboratively to promote
growth, compliance and quality. 

13. Participate fully in professional development, role-modelling continuous learning and
knowledge sharing within your own area/s and across the College. 

14. Working with the COQLS, to contribute to the development of strategy and support delivery
teams to translate this into effective operational objectives which are continuously reviewed 
and delivered to ensure excellence and ambition. 

15. Implement and maintain highly effective relationships with external organisations, industry
leads and other relevant stakeholders to enhance the College's reputation, ensure the College 
is aligned to and able to influence thinking within the further education sector. 



16. Review, develop and implement changes around the curriculum offer and delivery models
resulting in improved efficiency, learner engagement, satisfaction, progression, employability 
skills and learner outcomes. 

17. Ensure that the College anticipates and responds to national, regional and local skills priorities
to maximise funding and supports opportunities which align to the strategic vision. 

18. Facilitate the development and monitoring of area targets and key performance indicators to
meet and exceed recruitment, retention, achievement, participation and progression targets. 
Establish and maintain effective working relationships with all areas of the College and 
University of Greater Manchester Group to support co-operative partnership working. 

19. To ensure the implementation of the College's stakeholder engagement strategy, developing
and maintaining employer and other key stakeholder links and partnerships which develop 
high quality recruitment, delivery and learner outcomes. 

20. Drive innovation in curriculum design to ensure that students acquire the practical skills,
knowledge, and competencies required for future employment. 

21. Create ideas and innovative thinking for new models of learning and vocational initiatives
through providing effective leadership and driving the development of academic initiatives 
aligned to employer demand and innovation which enhance learner satisfaction, promote 
employability and learner outcomes. 

22. Lead and oversee the College's learner attendance, punctuality, engagement and positive
behaviour strategies within areas of responsibility, ensuring a consistent and effective 
approach across curriculum areas. 

23. Provide direct line management, support, supervision and performance management for
Positive Engagement Officer(s), ensuring clear objectives, accountability and professional 
development. 

24. Monitor learner engagement, attendance and behavioural performance data, identifying trends
and implementing targeted interventions to improve learner participation, retention and 
achievement. 

Quality Improvement and Performance Management 

25. In collaboration with the COQLS, lead on teaching, learning and assessment strategies,
processes and improvement systems. 

26. Proactively identify strategies to enhance performance/quality and implement these effectively
to create a culture of continuous improvement, accountability and excellence. 

27. Monitor the performance and outcomes of skills education programmes, using data to inform
improvements and ensure that students achieve high levels of success. 

28. Ensure robust systems are in place to monitor learner attendance, punctuality, engagement
and conduct, using data-informed approaches to drive continuous improvement and support 
positive learner outcomes. 

29. Promote a culture of high performance through supportive and high quality managerial and
professional leadership to a range of managers and staff, enabling them to fulfil their potential. 

30. Motivate, engage and empower your teams, support and develop your Heads of Department
and their staff and robustly tackle underperformance. 



31. Ensure the fair and consistent management of learner’s discipline/grievance and academic
appeals processes in line with College policies and procedures and resulting in high 
expectations of learner performance and behaviour within your portfolio. 

32. Enable the effective review of the achievement of performance in accordance with the current
educational quality assurance framework(s) and provide leadership and ensure accountability 
in generating Self-Assessment Reports (SAR) and Quality Improvement Plans (QIP) to 
continuously improve the quality of the learning experience against the areas of responsibility. 

33. Champion the quality and standards of all elements of the learner journey to ensure teaching,
learning and assessment and learner support is of the highest quality. 

34. Lead Heads of Department to manage, grow, develop and ensure the quality of the College’s
curriculum provision. 

Financial Management and Sustainability 

35. Contribute to the development and management of the skills education budget, ensuring that
resources are used efficiently and effectively to meet strategic goals. 

36. Ensure financial sustainability by driving growth in skills education provision, including
increasing apprenticeship numbers and developing new revenue streams. 

37. Work with the College’s senior leadership team to identify funding opportunities and ensure
that the college remains compliant with funding regulations for vocational and apprenticeship 
programs. 

38. Effectively manage, within College standards and procedures, a budget and associated
resources. 

Team and Leadership Development 

39. Lead and develop a high-performing team of Heads of Department, teaching staff, and support
staff ensuring effective performance management, professional development and 
accountability. 

40. Provide professional development opportunities for staff to ensure they have the skills and
resources needed to deliver high-quality vocational education. 

41. Foster a culture of innovation and excellence in teaching and learning across skills education,
ensuring that staff remain at the forefront of best practices in vocational education. 

42. Contribute to the development of future leaders within the skills education area by providing
mentorship, coaching, and leadership development opportunities. 

CONDITIONS OF ROLE 

1. The post holder will be expected to comply with any rules and regulations, which the
Designated Institution may from time-to-time issue to ensure the efficient operation of its 
business and the welfare and interests of its students and employees. 

2. The post holder will be expected to work flexibly and efficiently, to maintain the highest
professional standards and to promote and implement the policies of the Designated 
Institution. 



3. Comply with Health & Safety Regulations and be aware of the College policies and associated
procedures on Health & Safety. 

4. To be fully aware of and comply and promote all College People & Culture Policies and
Procedures including equal opportunities and Financial Regulations. 

5. Undertake such other duties as may be required by the Principal & CEO, commensurate with
the grade and nature of the post. 

6. The post holder will be required to ensure commitment to customer care at all times.

7. The post holder will be committed to safeguarding and promoting the welfare of young people
and adults at risk. 

8. The post holder will be committed to the principles of valuing diversity and equal opportunities.

9. Promote and market the College positively and professionally at all times through formal and
informal locations. 

10. Be fully aware of and comply and promote the Colleges Equality Scheme and all other policies,
including Financial Regulations. 

11. Work in accordance with the Data Protection Act and to ensure that all data protection
concerns are reported to the College Data Protection Controller 

Place of Work 

The principal place of work will be the College premises at the Deane Road site.  However, the post 
holder may be required to work either on a temporary or an indefinite basis at any premises at which 
it may from time to time provide services. In the interest of Health and Safety smoking is not allowed 
on any College site 

Working Hours 

The post holder will be expected to work such hours as are necessary for the proper performance of 
their duties and responsibilities.  The post holder may from time to time be required to work in the 
evening, Saturday or a Sunday, in which case time off in lieu will be given during the normal working 
week. 

Probationary Period 

If the post holder is a new employee to the College, the first 9 months of employment will be a 
probationary period, during which the suitability of the post holder for the position will be assessed. 
The Designated Institution reserves the right to extend the probationary period, if, in its opinion, 
circumstances so require.  During the probationary period, the employment may be terminated either 
by the post holder or by the Designated Institution on giving written notice of one month. 

Appraisal 

The post holder will be required to participate in a College staff appraisal scheme. The post holder 
will be committed to engaging in continuous professional development, undertaking appropriate 
training and engaging in staff development activities. 



PERSON SPECIFICATION 

POST ASSISTANT PRINCIPAL DEPT QUALITY, LEARNERS & SKILLS 

GRADE MANAGEMENT SPINE REF NO 

EDUCATION / TRAINING 
CRITERIA 

ESSENTIAL (E) 
DESIRABLE (D) 

MEASURED BY 
APPLICATION (AP) 

CERTIFICATE © 
INTERVIEW (I) 

MICRO TEACH (MT) 
PRESENTATION (P) 

Relevant Degree or equivalent E AP 

Evidence of a commitment to personal and professional 
development  E AP 

Higher level qualification in an appropriate area, e.g., 
management, marketing, business or education. D AP 

RELEVANT EXPERIENCE 

Proven and up to date experience of leading and developing 
provision across a range of funding streams. E AP/I 

Proven experience in leading employer engagement and full 
cost provision. E AP/I 

Experience in supporting other staff to develop new business 
opportunities leading to additional engagement. E AP/I 

Experience of leading quality assurance activities which improve 
learner outcomes. E AP/I 

Experience of efficiently and cost-effectively managing 
resources, including people and budgets. E AP/I 

Experience of developing, leading and managing successful 
teams. E AP/I 

Proven experience in raising levels of student retention, 
achievement and success. E AP/I 

Experience and understanding of the Ofsted inspection and 
other regulatory bodies (such as Office for Students and 
awarding organisations) 

E AP/I 

Experience of planning, sourcing and delivering impactful staff 
development to improve student outcomes and ensure 
workforce development. 

E AP/I 



 
 
 
 

 
 
 
 
RELEVANT KNOWLEDGE/ SKILLS & APTITUDES 
 

  

Knowledge of funding sources and key elements of funding 
methodology. E AP/I 

Knowledge of the local and national priorities for apprenticeship 
programmes, including the levy and other regulatory 
considerations. 

E AP/I 

Strong numeracy skills to interpret and report on performance 
data. E AP/I 

Strong presentation skills to a variety of audiences. E AP/I 

Ability to write reports for a variety of audiences, to inform 
strategic decision making and scrutiny. E AP/I 

Ability to design and implement strategic action plans. E AP/I 

Ability to work as an effective team member and share collective 
accountability. E AP/I 

Ability to form successful and productive (internal & external) 
working relationships. E AP/I 

Skilled change manager with the ability to influence others. E AP/I 

Aptitude for pragmatic solutions to complex issues. E AP/I 

Commitment to & demonstration of a student-centred vision that 
underpins College strategic and operational goals. E AP/I 

SPECIAL REQUIREMENTS   

Must be able to commute to all College and customer bases E AP/I 

A high level of learner focus, partnership development & 
relationship management. E AP/I 

The successful post holder would be expected to have a flexible 
approach to their work. E AP 

The successful applicant will need to have a DBS check to work 
in the College environment.  E AP/I 

The post holder would be required to demonstrate an ability to 
discretion and maintaining confidentiality E AP/I 

Must be willing to undertake appropriate training and 
development in order to meet the requirements of the college. E AP/I 



 
 
 
 

Awareness of health and safety requirements. E AP/I 

Commitment to the principles of valuing diversity and equal 
opportunities. E AP/I 

Bolton College is committed to safeguarding and promoting the 
welfare of young people and vulnerable adults and expects all 
staff and volunteers to share this commitment. 

E AP/I 

The post holder would be expected to demonstrate a 
commitment to developing their knowledge and understanding of 
Further Education, including funding arrangements, student 
related processes and the quality framework. 

E AP/I 
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