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FOREWORD FROM

JUSTIN EDWARDS

Dear Candidate 

Thank you for your interest in the post of Business Manager, Curriculum & Assessment at 

CCEA.

At CCEA, we place learners at the centre of everything we do. Through our work, we aim to 

enable the full potential of all learners to be recognised. Over the past three years, we have 

continued to meet the needs of our sponsoring department, the Department of Education 

(Northern Ireland), key stakeholders and our customers.

Our work is far-reaching and critical to societal and economic success. It requires the 

highest degree of integrity and precision, but is also extremely rewarding as it provides 

opportunity for a positive impact on our society.

We are a high performing business, with a growing international reputation. We have 

a highly committed and professional workforce who are keen to develop the next 

generation of curriculum, assessment and examinations. We are also a key source of policy 

advice and information for government and agencies on education matters.

CCEA is also a key link between the world of work and education. We have progressively 

worked with industry to develop education solutions that address the skills shortfalls 

of today and tomorrow. This approach has led us to develop unique and innovative 

approaches to curriculum and assessment.

CCEA is currently reshaping our curriculum, examination and assessment work, to 

encourage more integrated approaches to our support for curriculum, assessment and 

qualifications across all phases of education. The post in which you have shown an interest 

is an opportunity to help us to shape the future of our education provision.

Justin Edwards

Chief Executive, CCEA
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ABOUT US

CCEA brings together the three areas of curriculum, examinations and assessment.

We put every learner at the heart of what we do, from advising government on what 

should be taught in schools and how it should be assessed, to the diverse range of 

qualifications we offer. The work we do is driven by a commitment to ensure that learning 

opportunities are available to all.

Our mission is:

 ‘to enable the full potential of all learners to be achieved and recognised’

CCEA’s vision is one where education provision reflects the needs of individual learners, the 

community and the Northern Ireland economy.

We are a non-departmental public body reporting to the Department of Education (DE) in 

Northern Ireland, with a core remit to:

• keep under review all aspects of the curriculum, examinations and assessment for 

grant aided schools and colleges of further education and to undertake statutory 

consultation on proposals relating to legislation;

• advise the Department of Education and Department for the Economy on matters 

concerned with the curriculum, assessment, examinations and external qualifications 

and accredit and approve qualifications;

• conduct and moderate examinations and assessments, ensuring that standards are 

recognised as equivalent to standards of examinations and assessments conducted 

by other bodies or authorities exercising similar functions in the United Kingdom;

• publish and disseminate information relating to the curriculum, assessment and 

examinations;

• develop and produce teaching support materials for use in schools; and

• carry out research and development.

CCEA also has a remit to develop educational technology and the production of 

multimedia resources and is considered a leader in this field.

CCEA qualifications meet the changing needs of a wide range of learners of all ages in 

schools, colleges and other educational settings, creating opportunities for personal 

fulfilment, social inclusion and cohesion, and economic prosperity.

We operate from 3 sites: our headquarters and secondary office at Clarendon Dock, Belfast 

and our distribution centre at Mallusk. We employ 310 core staff with a range of expertise, 

from educationalists to ICT programmers, from administrators to researchers, from project 

managers to finance and HR specialists.



 Page 3

THE BUSINESS MANAGER, CURRICULUM & 

ASSESSMENT ROLE

Overview

CCEA’s vision for Northern Ireland is one where its most important resource, its people, are 

equipped functionally and emotionally to be able to exploit the opportunities presented 

locally and globally and in a changing world. It is a vision where its people embrace and 

face with confidence the challenges of the 21st Century, whatever they are now and turn 

out to be. It is a vision where they are active citizens who continue to challenge and to 

clarify their own ideas and values.

To achieve this means developing transferable knowledge, understanding and skills. It 

means encouraging personal behaviours which lead to the development and maintenance 

of stable home and workplace relationships based on trust and respect. It means finding 

ways through education that will contribute to societal cohesion and a respect for 

individual and group diversity within that cohesion.

CCEA’s vision for education is one where education supports intellectual, social, moral and 

spiritual development and fosters a love for learning in young people and adults alike. 

CCEA’s vision is one where education provision reflects the needs of individual learners, 

the community and the Northern Ireland economy. CCEA’s vision is one where access 

to learning opportunities is available to all. It is one where structural arrangements are 

determined by educational needs.

This post is within the Education Directorate. This Directorate is organised under three 

Business Units: Examinations and Assessment; Qualifications; and Curriculum, Assessment 

and Reporting. 

CCEA is currently working to align more closely the work carried out within its 

Qualifications and Curriculum, Assessment and Reporting Units, bringing them together to 

ensure an integrated approach across all phases of education.

The qualifications unit comprises a range of education professionals, specification support 

officers and contract for services personnel who work collaboratively to:

• develop qualifications (A level, GCSE, Entry Level and Vocational);

• develop assessments, examinations and mark schemes;

• ensure all examination papers are marked appropriately;

• complete the moderation of internally assessed units;

• review the quality of assistant examiners’ marking and award grades; and

• support centres in their delivery of CCEA qualifications.
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All work completed by the Qualifications team is governed by Regulatory General 

Conditions of Recognition. The Qualifications team works closely with Regulators, JCQ and 

other Awarding Organisations to deliver its technical functions.

The Curriculum, Assessment and Reporting Unit provides guidance, support and resources 

for teachers in Northern Ireland in relation to the implementation of the Curriculum and 

its Assessment and Reporting arrangements. The Unit’s development work contributes to 

advice provided to the Department of Education in relation to its Curriculum, Assessment 

and Reporting policy development. The unit’s work includes specific support for the Irish 

Medium (IM) and Special Educational Needs (SEN) sectors.

Appointment of Business Manager, Curriculum & Assessment Role

The Business Manager – Curriculum and Assessment role is part of CCEA’s Senior 

Management Team, reporting directly to the Director of Education. This key leadership 

role within the Education Directorate has responsibility for all of CCEA’s curriculum and 

statutory assessment work, plus leadership of a number of qualification subject/sector 

teams. The job involves oversight and direction of CCEA’s work from Foundation Stage to 

post 16, covering production of support and guidance on the NI curriculum, key research 

activities, plus leadership of new projects aimed at supporting progression and raising 

standards in line with CCEA’s corporate goals. The post holder will be an ambassador for 

CCEA, working closely with senior partners in Northern Ireland at the Department for 

Education, ETI and EA and stakeholders in other parts of the UK, ROI and internationally. 

A focus of the role will be to ensure that CCEA’s work in curriculum, assessment and 

qualifications is leading in terms of latest developments internationally, with regard to 

quality and impact. It is an exciting time to join CCEA.
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Job Description

Post: Business Manager, Curriculum and Assessment

Department: Curriculum and Assessment

Grade: Business Manager

Reports to: Director of Education 

1 Scope

1.1 The Business Manager, Curriculum and Assessment is a member of the Council’s 

Senior Management Team and carries a range of key corporate, functional and other 

responsibilities to support the Director of Education. 

1.2 The post holder will lead a multi-disciplinary team of senior professionals in two 

designated functional areas – Curriculum and Assessment. A key requirement of the 

role will be the direction and leadership of the full spectrum of professional capability 

within the two areas to support policy and organisational development, service 

delivery and service development.

1.3 The post holder will be the functional lead for curriculum and assessment while 

leading a range of curriculum, assessment and qualifications sectors and teams. 

2 Key corporate responsibilities

2.1 To contribute fully, at the appropriate level, to the operations of the relevant Business 

Unit in order to achieve the objectives of CCEA’s Corporate and Operational Plans.

2.2 To contribute fully, at the appropriate level, within the relevant Business Unit to CCEA’s.

 (i) accountability and performance management framework;

 (ii) risk management framework;

 (iii) quality management framework; and

 (iv) communications management framework.

 The post holder will ensure the compliance of self and, where appropriate, others with 

these frameworks such that they support the achievement of CCEA’s Corporate and 

Operational objectives.

2.3 To assist the Director and Executive Team in supporting the functions and 

responsibilities of CCEA and all of its committees.
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2.4 To ensure, as appropriate to the level of the post, that CCEA secures value for money 

from the resources available to it.

2.5 To ensure, as appropriate to the level of the post, that CCEA operates an effective and 

transparent system of decision-making which includes a robust challenge function at 

all levels.

2.6 To contribute fully, as appropriate to the level of the post, to the full range of the 

Business Unit’s work in relation to business improvement models including ISO, IiP and 

Customer Excellence, taking ownership, where applicable, for formal documentation, 

policies, practices, procedures, records, reports and statistical information. The post 

holder will be required to identify measures and targets to develop meaningful 

approaches to benchmarking consistent with a culture of continuous improvement.

2.7 To be responsible for maintaining CCEA records in accordance with the ISO Overview 

Procedure and to become familiar with records management practices and the 

implication of the Freedom of Information (FoI), General Data Protection Regulation 

(GDPR) and Data Protection (DP) Acts. 

2.8 To contribute to the effective discharge of the Section 75 duties in line with CCEA’s 

Equality Scheme.

2.9 To carry out any other duties, as appropriate to the level of the post, to support the 

achievement of CCEA’s objectives as directed by the Executive Team.

3 Key accountabilities 

The post-holder will:

3.1 Lead, direct and develop CCEA’s Curriculum and Assessment Business Unit within 

allocated resources, in order to achieve CCEA’s Corporate and Operational objectives;

3.2 Act as direct support to the Director of Education and be accountable for delivering 

quality curriculum and assessment arrangements and related support services to 

CCEA’s customers, partners and stakeholders;

3.3 Develop and co-ordinate CCEA’s work programme for the development and 

implementation of all aspects of curriculum and assessment;

3.4 Lead and support the adoption of policies/strategies in the use of technology in 

curriculum and assessment;

3.5 Keep under review CCEA’s strategic position in respect of curriculum and assessment, 

identifying opportunities for research and development as appropriate;

3.6 Keep under review Department of Education/Department for the Economy policies 

and the legislative context for the Business Unit’s responsibilities;

3.7 Develop specifications for research and development in response to requests from the 

Department of Education and/or Council;
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3.8 Establish policies and strategies to ensure products and services used to support the 

functions of CCEA are consistent with corporate policy;

3.9 Build and maintain strategic collaborative relationships with stakeholders inside 

and outside the education community including the development of new business 

opportunities;

3.10 Provide high quality advice to the Chief Executive and the Executive Team in relation 

to Council’s policies and strategies related to all aspects of curriculum and assessment;

3.11 Support the Chief Executive the Executive Team in delivering an effective challenge 

function in relation to the development and implementation of policies and strategies 

within CCEA’s business.

4 Key service delivery and service development responsibilities

4.1 The Business Manager, Curriculum and Assessment will ensure that the Business 

Unit delivers services to all internal and external customers which meet the highest 

standards set by any, or all, of the following:

• CCEA’s customers, including learners, parents, teachers, schools and colleges;

• The CCEA Council and its committees;

• The Chief Executive, Executive Team and Director of Education;

• Internal customers including all CCEA business units and teams; 

• External stakeholders, including the Department of Education, the Department for 

the Economy, the NIAO, the Equality Commission and the OFM&DFM;

• Other awarding and regulatory bodies with whom CCEA works in partnership.

5 Key people management responsibilities

The Business Manager, Curriculum and Assessment will manage a structure comprised of 

up to 65 staff. He/she will:

5.1 Be personally responsible for critically reviewing, on an ongoing basis, structures and 

resources and for implementing any resultant organisational change to ensure that 

structures and resources are aligned with operational and strategic priorities;

5.2 Provide sound, effective leadership and direction to all staff in the Business Unit and, 

as required, to teams and staff across CCEA in general;

5.3 Review and assess the performance and personal development needs of the people 

who directly report to her/him in line with CCEA’s people management policies, 

practices and procedures and ensure that all line managers within the Business Unit 

and Teams apply these policies, practices and procedures;
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5.4 Communicate clearly Corporate and Operational plans, objectives and performance 

measures to the staff within the Curriculum and Assessment Business Unit and 

manage performance in line with the strategic plan;

5.5 Provide comprehensive performance and progress reports as required to the 

Executive Team, Council and relevant committees;

5.6 Have due regard at all times for the health and safety of self and others within the 

relevant section, team, Business Unit and organisation in general.

6 Key financial management responsibilities

6.1 The post holder will be directly responsible and accountable for the budget relating to 

the Curriculum and Assessment Business Unit and associated departments.
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PERSON SPECIFICATION

Essential Criteria

Education, Training & Qualifications

• A post-graduate qualification in a relevant discipline and at least 5 years’ experience 

within the education sector at a senior level1.

Or

• At least 5 years’ experience within a management role within the education sector at 

a senior level, plus teaching experience within the primary or post primary sector. 

Curriculum, Assessment and Qualifications 

At least 5 years’ experience of working on projects in the following areas:

• Qualifications and/or curriculum development in a primary or post-primary setting; 

and 

• Assessment standards in an education setting. 

Leadership

• Strong leadership skills with an ability to create a clear vision and maximise staff 

capacity and capability to achieve maximum impact. 

• Ability to drive transformational change and lead within matrix management 

structures, effectively prioritising staff and financial resources.

Stakeholder Management

At least 5 years’ experience of:

• Managing stakeholder engagement strategies in the education sector to deliver 

significant programme outcomes; and

• Providing reports, recommendations and advice to a Chief Executive and/or Board 

and/or other senior stakeholders, with the ability to win support, effectively persuade 

and influence on complex matters.

Resource and Project Management, Governance

• Management of budgets across complex programmes of work, within difficult 

financial constraints with a strong focus on value for money.

1 Senior level is defined as someone reporting to an Executive Team member, or someone that regularly  

 provides reports, advice and manages high stakes projects with input from Board/Governing Board or  

 Executive/Senior Leadership Team members. 
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• Demonstrable experience in being accountable for the delivery of multiple, complex, 

interdependent projects to achieve organisational goals. 

• Personal impact in managing and mitigating high-level strategic risks for an 

organisation, with evidence of improving confidence in the management and 

leadership of an organisation.

Personal Attributes

Candidate will display:

• Resilience;

• Outstanding communication skills, including presentation and written skills; 

• Complex decision making, problem solving and analytical skills; and 

• Solutions and results focus .

Desirable Criteria

Education, Training & Qualifications

• 5 years’ work experience within the UK or ROI qualifications sector at a senior level, 

with either an awarding organisation, inspection or regulatory authority.
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TERMS AND CONDITIONS

Salary

The salary for the post is £62,377–66,083 per annum.

Performance related pay will be dependent upon the achievement of pre-agreed 

performance objectives.

Pension

CCEA operates two pension schemes: the Local Government Pension Scheme for NI 

(NILGOSC) or, if you are joining from a teaching background, Northern Ireland Teachers 

Pension Scheme.

Annual Leave

The annual leave entitlement for the post is 27 days per annum increasing to 33 days after 

5 years of continuous service. In addition there are 12 public holidays per year.

Restrictions on annual leave apply during May, June and July each year and the successful 

applicant will be expected to work on Saturdays and possibly evenings during peak 

examinations periods.

Length of contract

This role is offered on a permanent basis.

Secondment

CCEA will consider the role on a secondment basis for a minimum three year period.

Time commitment

This is a full time role.

Location

The role will be based at CCEA’s Headquarters at 29 Clarendon Road, Belfast.

Contract

A contract of employment containing full Terms and Conditions will be issued to the 

appointed candidate.

All appointments are subject to two satisfactory references, a satisfactory pre-employment 

medical and satisfactory assessment of any criminal conviction disclosures. Prior to 

starting duties, appointed candidates must supply proof of eligibility to work in the UK and 

evidence of educational qualifications.
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THE SELECTION PROCESS

AND HOW TO APPLY

1. Application Form

 Applicants will be required to complete an application form for the post of Business 

Manager, Curriculum & Assessment.

 This application form will require applicants to demonstrate how they meet the 

essential criteria for qualifications and experience, as set out on page 9 of this 

document. Applicants will be assessed on the basis of the information which they 

have provided on the application form and those deemed to have met the essential 

criteria will be short-listed to attend for interview.

 In the event of an excessive number of applicants, CCEA reserves the right to enhance 

the criteria. Any enhancements will be applied equally to all candidates.

2. Presentation and Interview

 For short-listed candidates, this stage of the appointment process will be designed 

to assess elements of the Experience, Knowledge, Skills and Capabilities, as set out 

as Essential Criteria for the Business Manager post. It will take the form of an unseen 

presentation and a structured interview.

 Unseen Presentation:  

On arrival for interview, candidates will be provided with a topic relating broadly 

to the role for which they are applying, in response to which they will be asked 

to prepare a 10 minute presentation. Candidates will be given one hour in which 

to prepare their presentation and will be provided with a laptop, paper and pen. 

Candidates should not bring any documentation into the preparation room which 

might assist them in preparing the presentation.

 The first part of the interview will consist of the 10 minute presentation to the 

appointment panel. The panel will have the opportunity to ask the candidates a series 

of follow-up questions, pertaining to the content of their presentation. Candidates 

will be assessed on their presentation and communication skills, their knowledge and 

their experience, as reflected in the content of the presentation and their responses to 

questions about the content of the presentation. 

 Structured Interview:  

Candidates will take part in a structured interview. The questions will be designed to 

assess elements of the Experience, Knowledge, Skills and Capabilities which are set out 

as Essential Criteria for the Business Manager post. In responding to these questions, 

candidates will be expected to provide examples which demonstrate how their past 

experience and their knowledge, skills and personal qualities equip them to undertake 

the responsibilities of a Business Manager.
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 Candidates will be scored by the Panel, based on how their responses match with the 

stated Experience, Knowledge, Skills and Capabilities, as set out as Essential Criteria. 

Candidates will be ranked according to their total score in the presentation and 

interview process. 

 An appointed panel, consisting of senior officers, will undertake the assessments and 

interviews related to this recruitment process.

 The final offer will be made subject to satisfactory references and medical.

3. Anticipated Timings

 Closing date for applications 12 noon on Friday 28 February 2020

 Interviews scheduled  w/c 9 March 2020

 To apply for this role, please download and complete the application form and equal 

opportunities monitoring form available at ccea.org.uk/jobs/employment

 Applications should be sent to:

 By email: recruitment@ccea.org.uk 

 By post: Head of Resources 

  Council for the Curriculum, Examinations and Assessment   

  29 Clarendon Road 

  Clarendon Dock 

  BELFAST 

  BT1 3BG

 If you have any queries, please contact the Head of Resources on 028 9026 1200 

extension 2701.

 CCEA is an internationally recognised, quality organisation committed to the 

promotion of equality in all aspects of employment.
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