
 
 

JOB PROFILE 

Company: London College of Contemporary Arts 

Department: School of Music 

Role: Course Manager (Music) 

Reporting to: Head of School of Music 

Direct reports: Music Tutors 

Location: LCCM 

 

ROLE SUMMARY 

 
The Course Manager is responsible for the monitoring and enhancement of the academic 
standards and quality of the course(s) within their area of responsibility, and compliance with the 
management requirements of the awarding body or organisation.  Course managers are also 
responsible for ensuring the standards of teaching and learning within their course(s) and 
representing the provision as part of internal and external reviews and developments.  
 

 

KEY ACTIVITIES 

 

 Ensuring that high quality systems, procedures and practices are maintained in line with 
awarding body requirements, partnerships and the UK Quality Code for Higher Education 
expectations. 

 

 Providing lectures, seminars, tutorials and other classes, where appropriate; and undertake 
academic duties (e.g. scrutiny of assessment strategies and internal verification of 
assessment, marking and pastoral support of students). 

 

 Supporting the Head of School in development of new programmes and the writing of units 
as required. 

 

 Developing and supporting links with sector bodies, including employers, and establishing 
opportunities for students to undertake placements or internships as appropriate. 

  

 Encouraging and responding to feedback from students to ensure a continuous improvement 
on the quality of the provision and enhancement of the student learning experience. 

 

 Making recommendations to the Head of School and, as appropriate, the Academic Director 
based on consideration of student feedback, external developments, partnership and 
regulatory requirements. 

 

 Writing termly and annual reports on the management and delivery of programmes 
including actions taken in response to External Examiner/Verifier reports and submitting 
these for discussion at Course Boards and to the Director of Student Learning.  

 Coordinating and communicating with other tutors to support the effective delivery of 
teaching and learning. 

 

 Working closely with the Programme Coordinator, Student Services and Administration and 
Academic Director to ensure that external registrations and academic relationships with the 
external awarding bodies and organisations are handled professionally. 

 

 Working alongside course administration teams to ensure effective and smooth running of 



courses. This will include, on a termly or yearly cycle, requirements for the Course Manager 
to lead and support lecturers to ensure adherence to programme management 
requirements including: 
 Writing of course materials (as required) 
 Management and review of course content ensuring updates as necessary 
 Management of learner support and engagement through liaison with unit tutors 
 Development of assignment briefs as required 
 Ensuring all tutors provide feedback on assessed work to the standard required and in a 

timely manner 
 Completion of end of unit/module reports by all tutors 
 Tutorial delivery and recording of outcomes 
 Ensuring students have access to IT support including use of ‘Turnitin’ 
 

 Ensuring that all Handbooks are updated each term or as required, and that programme 
specifications are current and in line with the Expectations of the Quality Code (Chapter A2). 

 

 Attending Committees and Academic Management Groups, including Academic Board, 
Teaching and Learning Committees, Planning and Review meetings, etc. 

 

 Taking the role of Lead Internal Verifier of assignment briefs and assessed student work to 
ensure standards are being maintained and all learning outcomes covered. 

 

 Assuring full compliance with quality assurance requirements including support staff and 
student awareness of external monitoring and review. 

 

 Monitoring and mentoring staff including newly recruited tutors. 
 

 Drafting reports for senior managers at LCCA as required. 
 

 Managing and contributing to the development of new courses and materials. 
 

 Assisting with the recruitment of new tutors and guest speakers. 
 

 Liaising with partner organisations for branding, development and monitoring of course 
provision and enhancement. 

 

 Undertaking of lecturing and associated course administration. 
 

 Attending meetings with external partners, as required. 
 

 Managing and monitoring use of anti-plagiarism software to assure academic standards and 
detection of academic malpractice. 

  

 Compile, agree and report on work developments and progress against action plans, 
including the meeting of deadlines. 

 

 Dealing with complaints, disputes and appeals at the first level (as set out in procedure 
documents) and disciplinary issues. 

 

 Responding promptly to External examiner reports and monitor progress against action 
plans. 

 

 Promoting student engagement with learning through development of strategies which 
promote higher level skills and independent learning. 

 

 Supporting and complying with the School’s teaching quality assurance standards and 
procedures, including performance reviews and teaching observations and production of 



annual monitoring reports. 
 

 Working closely with the course administrator and Head of School to ensure that external 
registrations and academic relationships with the external awarding bodies are handled 
professionally. 

 

 Undertaking staff development and continuous professional development to ensure 
knowledge and materials used in teaching are current and appropriate.  

 

 Undertaking any other duties which may reasonably be required by the senior management 
including representation of the School at external events. 

 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS & EXPERIENCE REQUIRED 

 
Essential 
 

 Graduate qualification in Music 
 

 Academic course management and delivery experience (ideally in music), typically 2 years 
minimum, including a knowledge of awarding body requirements and the UK Quality Code 
for Higher Education. 

 

 Experience of leading and managing a teaching team in a higher education context 

 
 Experience of writing teaching and assessment materials that meet the requirements of 

awarding bodies and the UK Quality Code for Higher Education. 

 
 The ability to write monitoring reports for internal and external audiences 

 
 Proven ability to solve problems that arise in an academic environment; to proactively 

develop solutions and to work creatively within constraints of resources and budget. 
 

 Strong communication and interpersonal skills. 
 

 Good attention to detail 

 
 The ability to prioritise tasks, work under pressure and deliver to tight deadlines 

 
De   Desirable 
 

 Postgraduate qualification 
 

 Relevant industry experience and a good network of contacts. 
 

 Teaching qualification in higher eduation, e.g. PGCHE. 
 

 Membership of Higher Education Academy. 
 

 Evidence of strong CPD in course specialism. 
 

 Strong academic background with evidence of scholarship in both music and in the teaching 
of the subject 

 



The above duties will inevitably change as the work of the College develops. The post-holder 
should therefore expect periodic variations to this job description. This job description may also 
be supplemented on a regular basis by individual objectives derived from College strategies. 
 
The post involves commitment to working outside the normal College timetabled day. The post-
holder is expected to take responsibility for the College along with other members of the Senior 
Leadership Team, on a rota basis throughout the year. 
 
The postholder will be expected to work closely with GUS central services and personnel. 
 
There is an expectation that all employees will maintain the values of the Group and will comply 
with the code of conduct as well as equality and diversity, health and safety and safeguarding 
policies. 
 
There will be an occasional need to undertake business travel between other GUS sites within 
London and across the UK. 
 

 
 


