JOB DESCRIPTION – QUALITY & CURRICULUM OFFICER

JOB PURPOSE: The post holder will support all quality assurance activities within BWY Training (BWYT), including all internal and external quality assurance activities and reviews, ensuring compliance with the Awarding Organisation, British Wheel of Yoga Qualifications (BWYQ), and all Regulatory requirements.

The post holder will also work on the development of the curriculum that BWYT offers learners, looking to implementing and supporting new courses/training opportunities, and support the development of Training within the organisation, including opportunities for members, teachers and tutors.  

They will also assist in implementing robust policies and processes to ensure the effectiveness of all the BWYT Centre's standards, activities, performance and improvement strategies. 
REPORTS TO: Training Operations Manager
REPORTEES: None
HOURS: 20 hours per week
SALARY: £17,066 per annum for 20 hours/week (£32,000 Full Time Equivalent).
LOCATION: Remote Working - the successful candidate must have a suitable workspace to enable effective remote working. Computer equipment will be supplied. Working hours are flexible, subject to being able to attend certain meetings during normal working hours. 
MAIN DUTIES:
· Provide support to all BWYT teachers, tutors, Internal Quality Assurers, and learners.
· Allocate Internal Quality Assurers (IQAs) to all relevant BWYQ and BWYT Courses.
· Ensure IQAs have the relevant training and are aware of all updates, regarding the BWYT courses, through standardisation sessions, updating documentation, organising mailouts, etc.
· Liaise with the BWYT Teacher Training Officer with the organisation of the Diploma Course Tutor (DCTs) Standardisation Day and assist/deliver information where needed, this will involve the development of the day plan, providing all materials for the day, being present as needed at the event, and any other preparations required leading up to  and on the day of the event.
· Working with the BWYT Teacher Training Officer, on the DCT Forum, the updating of all relevant course/tutor handbooks, any relevant course materials, and making sure these are shared with DCTs/IQAs accordingly and implementing any new materials and guidance when necessary.
· Ensure that all tutors follow the BWYT guidelines when delivering training courses, both regulated and non-regulated, and following up on any discussions had relating to this.
· Assist with all BWYT requests for certification, for the BWYT courses, such as the BWYT Foundation Course / BWYT Short Courses, etc, and all regulated and unregulated teacher training courses.
· Assist with the Accredited Training Organisations certificate requests and support the Accredited Group Liaison Officer where needed in relation to IQA/EQA processes.
· Act as the main point of contact between the BWYT Centre and the Awarding Organisation, BWYQ.
· Liaise with the BWYQ Co-Ordinator on all relevant regulated training matters, such as learners certificate requests, learner applications for Special Considerations, Reasonable Adjustments and Recognised Prior Learning, and course EQA’s.
· Conduct the yearly centre EQA with BWYQ on behalf of BWYT.
· Be the first point of contact for learners/tutors/IQAs regarding any complaints/issues raised.
· Direct any issues raised, either informal or formal complaints, through to the Training Operations Manager.
· Raise any reported or suspected Malpractice and Maladministration issues with the Training Operations Manager, and when needed, assist with any M&M meetings/panel hearings, if appropriate.
· Raise any Conflicts of Interest (COIs) with the Training Operations Manager, and/or BWYQ, where appropriate.
· Assist tutors, learners and IQAs with the BWY website, in particular with the online registration system, uploading of work, and advertising of courses, on the BWY website. 
· Approve all Teacher Training on the BWY website and check all amendments to courses are in line with the BWYT centre’s guidelines.
· Upload any relevant documentation on the BWY website, making sure all updates to documentation are consistent across the organisation and meet brand guidelines.

· To implement and maintain a Training Development Plan that adapts to the needs of the organisation and offers new opportunities within training. 
· Liaise with the Training Manager on the Training Development Plan, inviting them to any relevant meetings to observe discussions on new initiatives/relevant items, and report back on any new/relevant updates, as and when needed.
· Make sure that the training offerings look at growth/retention of members, related to both teacher members and standard members, in both the regulated and non-regulated sectors.  
· Liaise with the BWYQ Co-Ordinator in relation to any training developments related to the regulated qualifications.
· Develop/maintain training opportunities for new tutors for the regulated qualifications and non-regulated qualifications, through assessor and education training opportunities/courses, including the training of new Diploma Course Tutors/Teacher Training Tutors, and Foundation Course Tutors. 
· Look at the current market and the courses being offered, and through the Training Development Plan, develop ways for the BWY/T to stay relevant and accessible to those who wish to take Yoga Teacher Training, and Yoga Training Courses.
· Look at ways of implementing training within the BWY that reach areas of needs, where training courses/teachers aren’t currently available.    
· To be involved in meetings, as and when needed, with external partners, that may require assistance in regards to training and course development, in particular to CPD/Short Courses. 
· To support and promote the BWY outside of the organisation, and to assist where needed at events relevant/related to training and the role. 
· To attend any meetings, as and when required by the organisation, that provide support to the role/organisation, including attending BWYT Committee meetings.  
· Provide support to the Training Operations Manager, on any relevant tasks, as and when required. This is not exhaustive to the list above and additional support may at time be required in other areas/tasks. 
· In the absence of BWYT Committee post holders, due to the nature of the staff structure within the organisation, additional tasks may be required to be covered, until a suitable candidate is in position. In this case, this would be on a temporary basis until another person/structure was implemented. 
· Any other duties that may reasonably be required commensurate with the main duties of the post.


Please email your application form, CV and a covering letter to: office@bwy.org.uk
Closing date for applications: 9am, Monday 23rd February 2026










PERSON SPECIFICATION – QUALITY & CURRICULUM OFFICER
ESSENTIAL
· Relevant degree or equivalent.
· Teaching Qualification/ AET/ CET/ A1/ V1/ TAQA.
· A thorough understanding of quality assurance and the education sector.
· Knowledge and experience of course delivery/ teaching/ learning/ planning.
· Knowledge of safeguarding as it relates to BWY/ BWYT’s activities.
· Knowledge of CPD, remote learning and modular course structures.
· Experience and proven capability in education/training quality assurance and working to regulatory regimes.
· Experience and proven capability within Curriculum Development. 
· Experience of working with Ofqual-regulated Awarding Bodies and the Regulated Qualifications Framework.
· IT skills, including proficient use of Microsoft Office programmes.
· Ability to develop and maintain effective administrative processes and procedures.
· Ability to engage with external partners (E.g. teachers, membership, training organisations etc.)
· Ability to provide organisational support for meetings and other events.
· Flexibility for attending meetings and events.
· Ability to plan and deliver presentations.
· Excellent communication skills, both written and verbal.
· Strong attention to detail.
· Be a strong team player, and adaptable within a small team. 
· Have the ability to work without supervision and prioritise own workload. 
· Strong planning and organisation skills and the ability to manage conflicting priorities.
· Excellent time management skills.

DESIRABLE
· Knowledge of yoga teacher training and its current market.
· Experience of working in a membership organisation.
· Be a yoga practitioner.


