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JOB DESCRIPTION

POST:      					CPD and Executive Education Manager 
                                                    

REF:                                                             	120-26	

DEPARTMENT:        	Knowledge Exchange Office                                    	

GRADE:  	6                                                       

REPORTING TO: 		Head of Executive Education 
                                            
SUPERVISORY RESPONSIBILITY: 	None	 

JOB PURPOSE:

The CPD and Executive Education Manager is responsible for the development, coordination and growth of Executive Education opportunities across York St John University. The role owns the progression of opportunities from enquiry through to delivery-ready provision, translating demand into high-quality CPD, short courses and bespoke programmes.

The role operates as a bridge between strategic leadership and operational delivery, ensuring a strong and sustainable pipeline of activity, high-quality programme oversight and the continued growth of Executive Education across the University.


DUTIES AND RESPONSIBILITIES:


1. Opportunity Development and Pipeline Management 
- Own and manage a portfolio of Executive Education opportunities from enquiry through to confirmed delivery
- Assess viability, scope and prioritise opportunities aligned to strategic objectives
- Develop proposals, pricing approaches and delivery frameworks
- Maintain accurate pipeline tracking and reporting
- Act as the bridge between enquiry handling and programme delivery

2. Programme and Product Development 
- Translate client and market needs into structured CPD products
- Develop scalable, repeatable programme models
- Work with academic colleagues to shape high-quality provision
- Ensure programmes meet academic, operational and commercial requirements

3. Operational Oversight and Delivery Assurance 
- Oversee delivery activity undertaken by coordinators/officers
- Ensure consistency, quality and client satisfaction across programmes
- Manage risks, issues and escalations
- Continuously improve processes and delivery models

4. Stakeholder Engagement and Relationship Management
- Build and maintain strong relationships across Schools and Professional Services
- Act as a key contact for partners during opportunity development
- Support development of long-term partnerships and repeat business

5. Business Growth and Continuous Improvement 
- Identify opportunities for portfolio growth and expansion
- Monitor trends and provide insight to inform strategy
- Support development of new areas of Executive Education provision
- Contribute to income generation and performance monitoring

6. Customer Engagement and Market Development 
- Build and maintain relationships with partners, organisations and clients
- Identify opportunities in global markets for Executive Education provision
- Develop online, face-to-face and hybrid offers to meet demand
- Ensure programmes meet international expectations where necessary including cultural, delivery and accessibility considerations
- Represent the University in international-facing activity and partnerships where necessary

8. External Engagement and Market Development 
- Build strong relationships with academic Schools to develop Executive Education provision
- Support Schools to identify opportunities for CPD and professional learning
- Coordinate internal engagement to build a coherent portfolio
- Enhance internal capability for Executive Education delivery

Key Deliverables
· Sustained pipeline of Executive Education opportunities
· Strong conversion from enquiry to delivery
· High-quality and consistent programme oversight
· Growth in Executive Education activity and income
· Expansion of partnerships across regional, national and international markets


Plus
· Any other duties as may reasonably be required.
· Ensure that the highest standards of professional performance are maintained.
· Ensure compliance with relevant legislation and statutory codes of practice, as advised.
· Participate in the arrangements for performance review.
· Ensure that professional skills are regularly updated through participation in training and development activities.
· Ensure all University policies are implemented within the remit of this post.

HEALTH & SAFETY

Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 






EQUALITY, DIVERSITY AND INCLUSION 
 
The University is committed to providing an inclusive working and learning environment that is fair, respectful and accessible to all.  In carrying out the duties of this role, the postholder is expected to: 
 
· contribute to a working environment in which individuals are treated with dignity and respect; 
· carry out responsibilities in accordance with the University’s obligations under the Equality Act 2010, including the Public Sector Equality Duty; 
· support equality of opportunity through professional and lawful conduct relevant to the requirements of the role; 
· uphold the University’s commitment to freedom of speech and academic freedom within the law. 
 
HIGHER EDUCATION (FREEDOM OF SPEECH) ACT 2023 
 
The University is committed to securing freedom of speech and academic freedom within the law as outlined in the Freedom of speech code of practice. We actively promote the open exchange of ideas, especially on contentious matters, recognising that free speech is strengthened, not weakened, by vigorous discussion of opposing perspectives in a civil, respectful, and peaceful manner. All members of the university community should feel empowered to consider and discuss contentious issues, assured that they will be treated with dignity and respect




This is not a comprehensive definition of the post. Postholders are expected to undertake any work that comes with the remit of the post’s main objective. This job description will be kept under review and may be changed at any time subject to consultation with the postholder.





PERSON SPECIFICATION		

POST TITLE:				CPD and Executive Education Manager 
SCHOOL / DEPARTMENT:		Knowledge Exchange Office                                    

The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 
Education & Training 

	[bookmark: _Hlk81319737]The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	GCSE English and Maths (or equivalent)

	Essential
	Application 

	Degree or equivalent relevant experience (e.g. business, education, project management)

	Desirable

	Application


	Evidence of continuing professional development (CPD) relevant to role

	Essential
	Application / Interview

	Training or experience in project management, service delivery or similar disciplines

	Desirable

	Application / Interview


	Understanding of higher education, professional learning or CPD environments

	Desirable

	Application / Interview



Knowledge & Experience 

	The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	Experience of managing projects or programmes end-to-end

	Essential
	Application / Interview 

	[bookmark: _Hlk81321202]Experience of developing solutions/products to meet stakeholder or customer needs

	Essential

	Application / Interview


	Experience of working with a range of stakeholders (internal and external)

	Essential

	Application / Interview


	Experience of working in a customer-facing or partnership-based environment

	Essential

	Application / Interview


	Experience of supporting business development or income-generating activity

	Essential

	Application / Interview


	Experience in higher education, executive education or professional learning environments

	Desirable

	Application / Interview


	Experience of developing online, face-to-face or hybrid provision 

	Desirable

	Application / Interview



Skills & Attributes

	The postholder should be able to demonstrate:
	Requirement is:
	Assessed by:

	Strong organisational and planning skills with ability to manage multiple priorities

	Essential 
	Application / Interview / 

	Ability to take ownership of complex work and progress it independently

	Essential
	Application / Interview


	Excellent communication skills (written and verbal) with a range of audiences

	Essential
	Application / Interview


	Strong interpersonal and relationship-building skills

	Essential
	Application / Interview


	Problem-solving and decision-making skills with sound judgement

	Essential
	Application / Interview


	Ability to analyse information and use insight to support development and growth

	Essential
	Application / Interview


	Ability to work independently and as part of a team

	Essential

	Application / Interview


	
Ability to contribute to a working environment that enables participation from individuals with a range of perspectives and backgrounds 


	
Essential

	
Application / Interview


	Commercial awareness and understanding of customer needs

	Essential

	Application / Interview




Leading YSJ Framework 


Our Leading YSJ Framework outlines a set of expectations for everyone at York St John to create greater consistency and focus on how we can work together to achieve our Strategy. It also highlights the expectations of our leaders and managers in enabling high performance and creating a positive working environment and culture where everyone feels valued and can make a positive difference. 


	Performance and Accountability
	We hold our people, and ourselves, accountable for delivering the University Strategy

	Leading the Organisation
	We help the organisation, and our teams, to navigate change, complexity and uncertainty

	Integrity, Trust
and Inclusion
	We demonstrate YSJ values and leadership behaviours in our professional approach

	Communication
and Collaboration
	We collaborate across our leadership community, supporting each other in achieving our University Strategy

	Support and
Wellbeing
	We show genuine care for our people and foster a positive culture of wellbeing



Special Features
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