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Courses Manager 

 
 

 

Job Title: Courses Manager (Further & Higher Education) 

Salary scale: £31,000 PA Full time equivalent 

Hours: 0.6 (21 hours weekly) £18,600 actual permanent 

Reports to: Chief Executive 

Location: Circomedia, Kingswood Campus and St Paul’s Church Portland Square 

 

The Company  
 

Circomedia was founded in 1994 by physical theatre expert, Bim Mason and choreographer and 

performer Helen Crocker. It rose out of the ashes of Fooltime, Britain’s first ever circus school, and 

ever since has attracted students from all over the world. It is different from many circus schools as 

there is a heavy emphasis on combining traditional circus skills with physical theatre and creativity. It is 
this approach to performance that has led to Circomedia being acknowledged as a centre of excellence 

worldwide.  

 

Artistic policy:  Circomedia is committed to the principles of performer as creator and the integration 

of circus disciplines with theatre in its widest sense. 

If performers in circus and theatre are to be able to contribute to the creative process and be more 

than the vehicle of a director's vision, we believe the development of the individual's creative and 

performance skills to be of equal importance to those of technical expertise.  

 

Educational philosophy:  Our educational philosophy is that it is essential that minds and personalities 

need developing as much as bodies. We have a pragmatic approach to learning for a vocational 

profession and a holistic approach to teaching each individual. 

We ensure that the demands and rigours of good technique are met whilst encouraging people to 

develop an innovative and imaginative approach to circus and physical theatre. This development is 

informed by expanding students' range of knowledge of possible styles and approaches 

 

Circomedia offer full-time courses at FE level for about 30 students (in partnership with Weston 

College) and HE level for about 70 students (in partnership with Bath Spa University). 

  

Circomedia also showcases new and emerging work focusing on circus and physical performance at its 

performance venue in central Bristol, and has a substantial recreational class programme and youth 

circus. 

 

Circomedia is committed to safeguarding and promoting the welfare of children, young people and 

vulnerable adults expects all staff and volunteers to share this commitment. The Company also expects 

all staff and volunteers to share the Company’s commitment to Equal Opportunities within the 

workplace.  
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Job Overview  

 

The post has responsibility for HE administration matters for the Foundation Degree, BA top up year, 

MA and vocational courses, along with the BTEC Diploma & Extended Diploma in FE, and the 90+ 

students on these programmes. This includes managing the academic relationships with the partners,  

Bath Spa University, and City of Bristol College, ensuring assessment data is accurately recorded along 

with the heads of courses, overseeing admissions, managing student support needs and dealing with 

disciplinary issues. The post holder line manages the Student Support Officer and two part-time 

Administrators (one post currently vacant). 

 

Job Description:  

 

 

Key Responsibilities 

 

Overarching 

 

• To manage the communication systems within the Academy, including the rapid dissemination of 

ongoing changes to schedules, spaces and tutors, and ensuring student issues reach staff. 

• To liaise with the Head of Undergraduate Studies, BTEC Course Leader and MA Course Leader and 

all academy staff on all course structure issues, ensuring course descriptions and handbooks are 

current and accurate. 

• To line manage administrative staff supporting all FE and HE courses.  

• To provide full administrative support to the academic staff to include recording staff meetings and 

reviews. 

• To take joint responsibility for covering the general office across business hours (8.30-5.00) 

• To liaise as necessary with other staff over logistical, operational or other matters 

• To develop methods of tracking graduate destinations and developing alumni relations. 

 

 

HE Administration 

• To be the main point of contact with Bath Spa University.  

• To manage the regular updating of the University with Due Diligence, Partner Annual Report and 

other information 

• Ensuring correct evaluation procedures, including prompt student feedback to students, attendance 

records, tutor reports, fitness tests etc. 

• To implement and manage procedures as necessary around student withdrawals, intercalations, 

Support to Study/disciplinary procedures, complaints or other changes. 

• Compiling samples of assessed work for moderation by the External Examiner 

• Managing the logistics of External Examiner visits 

 

FE Administration 

 

• To be the main point of contact with City of Bristol College 

• To manage the regular updating of the College with Due Diligence and other information 

• To be the Quality Nominee for Pearson, which includes registering students, liaison with the standards 

verifier and managing the uploading of any data 



  

  

 

 

Admissions 

• To explain the aims, content and structure of the HE courses to potential applicants, provide detailed 

course information, advise on entry requirements and application processes, and to ensure that 

colleagues are able to do the same 

• To track applicants progress through the admissions system, and support them in dealing with funding 

issues 

• To schedule, organize and contribute to the selection of prospective students at audition  

• To follow-up successful applicants, confirming places, health and safety, support services and induction 

processes. 

• To liaise with Bath Spa and City of Bristol College through the confirmation of student places before 

the start of term 

• To manage enrolment and induction processes 

 

Student Support 

• To manage the systems of student support and Line Manage the Student Support Officer & Course 

Administrators.  

• To oversee the support of individual needs through signposting to members of the academic and 

administrative staff and/or outside agencies as appropriate, assessing and respecting appropriate levels 

of confidentiality.  

• Ensuring all individual student issues are communicated clearly through the appropriate channels, 

(Management, Health & Safety Committee, Academic Staff Meetings etc)  

• To manage student disciplinary issues in line with agreed procedures. 

• To be fully appraised of the current content, structure and aims of the course 

 

Recruitment 

• To work closely with the marketing staff to develop and maintain an effective and sustainable student 

recruitment strategy 

• To be an effective advocate for the Courses at Open Days, careers events and on call 

• To organize the space and staff logistics of Open Days 

• To monitor the success of the strategy and the rate of conversions from application/audition 

 

General  

• Post subject to DBS check and regular updates 

• To carry out all duties in accordance with; Circomedia’s aims and objectives and all other 

organisational policies. 

• Undertake other projects and duties as directed and agreed with the line manager. 

• Represent Circomedia externally, ensuring Circomedia’s profile is developed and maintained. 

• To ensure all Circomedia Health and Safety policies and procedures are adhered to. 

• To hold a First Aid Certificate (training will be provided) 

 

All staff are required to work within Circomedia’s equal opportunity policy 

 

This job description is not comprehensive, and duties may change and develop according to future 

requirements. 
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Additional information 

 

Core hours during the week need to be worked in arrangement with office and teaching staff to ensure 

cover.  Evening and/or weekend working occasionally required to cover auditions and/or student 

performances.  Occasional travel required to partner institutions and to represent Circomedia at student 

recruitment events.  

 
Essential / Desirable Skills and Qualifications: 

 

Essential  1 

 

 

2 

 

3 

4 

 

 

5 

6 

7 

8 

 

9 

At least three years experience of working with young people and/or 

students in a formal educational setting within further and/or higher 

education. 

Understanding of academic course requirements, admissions and 

assessment processes. 

Educated to BA level or to have equivalent professional experience  

Excellent administration and project management skills and confidence in 

working in a busy and fast-moving environment with the ability to remain 

calm under pressure.  

Excellent written and oral communication skills. 

Demonstrable skill in setting up systems and system management  

Intermediate Excel skills with the ability to design and interrogate data.  

Be an active and empathetic listener with the ability to address issues 

proactively and problem solve. 

Be firm and resilient under pressure 

 

Highly 

desirable 

 

1 

2 

 

Experience of working in a student support / pastoral care capacity. 

Experience of working within the field of performing arts. 

 

 

 


