
 

 

 
Job Advert Copy – Head of Professional Training 

Backstage Academy is uniquely positioned right at the heart of Production Park, Europe’s leading Live 
Industry destination. We provide the best possible training for the live events sector, with fantastic 
industry links and state-of-the-art production facilities. 

As a privately funded organisation, we bridge the gap between industry and education, working closely 
with leading professionals to respond quickly to current skills shortages and write training programmes 
in line with specific demands. We provide relevant, up-to-date training so that students get a real taste 
for what life is like in the backstage entertainment industry, with a focus on employability. 

At Backstage Academy, you don’t just learn it. You live it.  

The Role 
 
The role of the Head of Professional Training is to lead the design, development and management of 
our professional short courses, E-Learning and bespoke training programmes. The post holder will 
draw appropriate support from the Backstage Academy Team in support of a diverse portfolio 
commercial and executive business-facing activities. The post provides a strong customer-facing 
service to both internal and external contacts and will often be the first point of contact for senior 
managers and external business contacts.  
 
The Post holder will be a high-energy self-starter who loves a challenge in a fast-paced performance-
driven organisation with experience of developing professional training courses along with excellent 
interpersonal and advisory skills, displaying a confident and friendly approach, excellent communication 
skills. Previous experience working in the Live Events sector and the Creative Industries is essential. 
 
We ensure the success of our courses through constant meaningful collaboration with the wider 
creative industries, on Production Park - #Where Live Industry Lives 
 
For more information on Backstage Academy - https://www.backstage-academy.co.uk 
Closing Date for Applications – 09:00 01/09/21 
Interviews will be arranged for early Sept 
 
Benefits of joining the Backstage Academy team: 

• 25 days holiday + Bank Holidays  

• Pension 

• Life Assurance 

• Employee Lunches provided 

• Voluntary Health Cash Plan 

• Employee Assistance Programme (24/7 mental health & wellbeing support, financial advice & 
legal information, childcare support & family issues advice etc.) 

• Free car parking 

• Cycle to work scheme 

• Staff development and training opportunities  
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Job Description 

 
POST TITLE: Head of Professional Training (1 FTE) 

 
REFERENCE: BSA2021-63 
 

 
AREA OF WORK: Backstage Academy  
 

 
DATE COMPILED: July 2021 

 
SALARY RANGE: Dependant on experience 

 
HOURS PER WEEK: 40 Hrs 
 

 
PROBATION PERIOD: 10 Months 
 

 
STANDARD WORKING HOURS:  
 
08:30-17:30 Monday – Friday 
 
(Occasional weekend and evening work will 
be required) 
 

 
NOTICE PERIOD: 3 Months 
 

 
START DATE: ASAP 
 

 
HOLIDAY ENTITLEMENT: 25 days & Bank Holidays 
 

 
END DATE (If applicable): N/A   

 
FIXED TERM or PERMANENT CONTRACT: Permanent 
 

 
IMMEDIATE LINE MANAGER: Head of Institution 
 

 
DESIGNATION OF ANY STAFF LINE MANAGED BY THE POST HOLDER: E-Learning Manager & external training 
providers 
 

 
JOB PURPOSE:  
 
The role of the Head of Professional Training is to lead the design, development and management of our professional 
short courses, E-Learning and bespoke training programmes. The post holder will draw appropriate support from the 
Backstage Academy Team in support of a diverse portfolio commercial and executive business-facing activities. The 
post provides a strong customer-facing service to both internal and external contacts and will often be the first point of 
contact for senior managers and external business contacts.  
 
The post holder will be responsible for the administration data and student records management of all Backstage 
Academy professional training and short courses, under the direction of the Head of Institution. As a small specialist 
institution, the role holder’s duties will be wide ranging and the role offers an exciting opportunity to gain experience in a 
broad range of activities within a busy, hardworking, and friendly team. 
 
Success will be measured through the maximisation of recruitment and commercial income through the support of a 
coherent and integrated corporate and executive portfolio of activities and courses targeted at the Creative Industries 
community.  
 
The Post holder will be a high-energy self-starter who loves a challenge in a fast-paced performance-driven organisation 
with experience of developing professional training courses along with excellent interpersonal and advisory skills, 



 

 

 
displaying a confident and friendly approach, excellent communication skills. Previous experience working in the Live 
Events sector and the Creative Industries is essential. 

 
 

PRINCIPAL DUTIES AND RESPONSIBILITIES: 

 

Within the scope of the above job purpose: 

 

Main Responsibilities (in collaboration with the E-Learning Manager and other colleagues): 

 

▪ Manage an annual schedule of short courses including scheduling and leading on operational delivery (meet & 
greets, venue setup etc.).  
 

▪ Defining target audiences and creating communications material that will drive bookings.  
 

▪ Manage and respond to training requests for external delivery including shaping bespoke training packages, 
pricing & negotiating and organising delivery.  

 
▪ Report on short course performance and identify areas of improvement and maintaining the business pan.  

 
▪ Manage and liaise with sub-contracted training delivery partners. 

 
▪ Demonstrate a high level of initiative and an ability to handle complex data alongside sound personal judgement 

in handling confidential and sensitive material.  
 

▪ Good IT skills and literate with strong communication skills and an understanding of customer care are key. You 
will have experience of managing information systems, take a methodical approach, work accurately under 
pressure to deadlines, and deal with confidential information appropriately.  

 
▪ Demonstrate a flexible and adaptable personality, the ability to lead and be effective in liaising with colleagues 

across levels with tact and nuance in situations of conflicting priorities, often with minimal supervision, and bring 
initiative and creativity in problem solving. 

 
▪ Liaise the Marketing and sales team on promotional events/trade shows. 

 
▪ Work within an agreed budget and maintain a responsible approach to managing expenditure aiming at value for 

money without sacrificing quality.   

 
Teaching and Learning  

 
▪ Deliver training courses in conjunction with internal/external training specialists where required. 

 
▪ Oversee the development of an E-Learning platform 

 
▪ Ensure the maintenance of high standards of safety, commensurate with current legislation in the delivery of all 

courses. 
 

▪ As part of the wider team, manage and monitor external policy developments, including legislative amendments, 
relating to admissions, and initiate and lead on the development of internal regulation, policy and procedures to 
ensure the Academy meets statutory requirements and follows sector best practice.  
 

▪ To be responsible for the oversight of course documentation as new courses are developed or existing ones are 
reviewed, ensuring that high standards are maintained. 
 

Portfolio Development 
 



 

 

 
▪ Produce regular management statistical reports for the Senior Leadership Team on admissions and enrolment 

against targets, and to analyse and interpret complex data sets in respect of competitor activity and equality 
strand monitoring, identifying opportunities for short course growth and integrate into business plan.  
 

▪ Lead on the development of our short course portfolio in accordance with the short course business plan, and 
updating the course syllabi in conjunction with course tutors or training providers 
 

Quality Enhancement 
▪ Where necessary, ensure course design delivery and assessment standards meet the requirement of accrediting 

bodies. 
 

▪ Oversee the implementation of key regulations relating to Examinations and Assessment, ensuring compliance by 
all staff 

 
▪ Manage the annual programme review process for training courses (both accredited courses and non-accredited 

courses). Ensuring key Backstage Academy deadlines are met, and key practices complied with. 
 

▪ Maintain and promote equal opportunities, equality and diversity within the terms of Backstage Academy’s 
published procedures. 
 

▪ Undertake health and safety duties and responsibilities appropriate to the post. 
 

▪ To undertake any other reasonable duties as required  
 

Backstage Academy actively encourages staff development and training. You are expected to participate in training and 
development activities as necessary to meet job, institutional and personal development. Training and development is 
primarily focused as developing you in your present role.  
 

 
SPECIAL REQUIREMENTS 
 
The post-holder will be expected to work evenings and weekends when required, with time off in lieu. 
 
 

 
All staff are expected to comply with Backstage Academy’s Health and safety and Equal Opportunities policies in the 
performance of their duties. 
 

 
N.B. The post-holder may be required to undertake any other duties which may reasonably be required as within the 
nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a 
permanent nature shall be incorporated into the Job Description in specific terms. 
 

 
  



 

 

 
 
Backstage Academy 
 

 
Person Specification  

 
Post Title: Head of Professional Training 
 

 
Reference: BSA2021-63 

 
Area of Work: Backstage Academy  
 

 
Attributes 
 

 
Essential 

 
Desirable 

 
Assessed at 

Application (A) 
or Interview (I) 

 
 
Knowledge 
 

Knowledge and understanding of teaching and 

learning processes 
X  (A, I) 

Knowledge of quality assurance processes and 
requirements for Training and Education 

X  (A, I) 

Understanding of the role of widening participation 
recruitment activities 

 X (A, I) 

Knowledge and experience of working within the 
Creative Industries 

X  (A, I) 

 
Organisational and personal skills 
 

A friendly professional manner and appearance 
X  (A, I) 

Excellent verbal and written communication skills. 
X  (A, I) 

Proactive approach to problem solving. 
X  (A, I) 

Self-motivated, ambitious and results orientated 
with an ability to thrive under pressure 

X  (A, I) 

Strong interpersonal skills and experience of 
dealing directly with a wide variety of people. 

X  (A, I) 

Flexible approach to working, excellent time 
management  and organizational skills. 

X  (A, I) 

Ability to work independently, as well as in a team. 
X  (A, I) 

Considerable personal initiative, maturity and 
judgement in interpreting course of action and 
setting priorities 

X  (A, I) 

Ability to provide leadership in the area of logistical 
and administrative support. 

X  (A, I) 

Excellent numerical and analytical skills including 
producing, understanding and interpreting graphs, 
data tables and other numerical expressions. 

X  (A, I) 

 



 

 

 
Qualifications 
 

Educated to degree level  
X  (A) 

Post Graduate Degree 
 X (A) 

Teaching qualification (PGCE/PGCHE) or HEA 
fellowship (FHEA) 

 X (A) 

Full driving license 
X  (A) 

Valid Passport 
X  (A) 

Existing and up to date DBS or CRB assessment 
 X (A) 

 
Experience 
 

Experience of administrating contractual 

agreements with clients and/or subcontractors. 
X  (A, I) 

Experience of developing, implementing and 

monitoring administrative systems and procedures 
X  (A, I) 

Experience of online learning, learning 

management systems or virtual learning 

environments 

 X (A, I) 

Significant experience of working in a higher 

education or professional training environment 

within the UK and/or abroad. 

X  (A, I) 

Experience of line management 
X  (A, I) 

Experience with CRM and CMS systems 
 X (A, I) 

 
 
This is a description of the role requirements as it is presently constituted.  It is the Academy’s practice 
to periodically review job descriptions to ensure that they accurately reflect the role requirements to be 
performed and if necessary, update to incorporate changes were appropriate.  The review process will 
be conducted by the relevant manager in consultation with the role-holder. 
 
Recruitment – Note to Applicants   

The qualifications, experience and technical skills will be used in the decision-making process for 
recruitment. Please give examples of how you have exhibited these behaviours in your previous role(s). 
It is essential you address the criterion marked as (A) on your application form in the section for 
supporting information.  

Be as specific as possible, we cannot guess or make assumptions, but will assess your application 
solely on the information provided. Try to provide evidence, by examples, where possible, of skills, 
knowledge and experience contained in this person specification. 


