JOB SUMMARY


	Post Title
	Sessional Tutor

	Job Family
	Learning and Development
	Pay Range
	
	Line Manager to others?
	No
	Role profile ref
	LD040

	Service Area
	Learning Skills & Prevention

	Line Manager
	Regional or Subject Co-ordinator

	Location
	County wide



	Job Purpose To assess, teach and contribute to the development of student centred learning provision which enables learners to develop their skills and knowledge and achieve their aspirations.


	Job Context (key outputs of team / role to provide some specific examples of role profile accountabilities) 
1. To plan and deliver learning activities which enable individual students to develop their skills, knowledge and understanding and to achieve their aspirations, providing an accurate and informative course information sheet for each course, as appropriate.

2. To prepare relevant, effective and challenging assessments and assignments and provide regular feedback to learners on their learning so that all learners make good progress relevant to their starting point, they know how well they are doing, what they need to do to improve and are able to develop their own skills of self-assessment.
3.    To participate in the Service’s performance management and Quality Improvement processes through  regular monitoring of attendance and learner progress and participating fully in the regular class visit and observation processes, including implementing any quality improvement or staff development activities identified in  feedback.
4.    To share good practice and where appropriate develop learning programmes with colleagues.

5. To use Information Learning Technology (ILT) effectively in the classroom, where appropriate.

6. To complete all necessary paperwork and administrative tasks including registers, schemes of work, lesson plans, assessments, records of student work, etc. within the required timeframes
7. To attend specified meetings and any mandatory training.

8. To  promote equality and diversity, dealing appropriately with any issues of discriminatory behaviour arising in the classroom.

9. To undertake a programme of continuous professional development, including any appropriate teaching qualifications.



	Knowledge, Skills and Experience

	Role Profile requirements.
	Job specific examples.

(if left blank refer to left hand column)
	Essential 
	Desirable

	Relevant practical experience demonstrating development through a series of progressively more demanding and relevant work roles
	
	
	√

	Experience of dealing with learners with additional needs may be required
	e.g. identification of dyslexia support needs
	
	√

	Detailed knowledge and understanding of the relevant policies, procedures and working practices within the learning/training area. 
	· Knowledge of Ofsted and RARPA requirements
	
	√

	Detailed knowledge of relevant curriculum / subject area.
	
	√
	

	Good communication and interpersonal skills.
	
	√
	

	Good planning and organisational skills, with proven ability to prioritise workloads, monitor and evaluate work, to ensure standards and outcomes are achieved
	· Course/programme design and delivery
· Monitoring, evaluation and assessment in relation to adults


	√
	

	Proven experience in the competent and safe use of the equipment relevant to the role.
	
	√
	

	Good ICT skills including use of Microsoft applications and specialist systems
	
	√
	

	Qualifications

	Role Profile requirements.
	Job specific examples.

(if left blank refer to left hand column)
	Essential 
	Desirable

	Educated to NVQ 3/HNC standard or equivalent in a relevant subject 


	· An introductory teaching/training award such as City & Guilds PTLLS/Award in Education and Training (Or obtained within 6 months).  ESOL tutors are required to have Cambridge CELTA or Trinity Cert. TESOL on appointment.
· City and Guilds Diploma in Teaching in the Lifelong

    Learning Sector (DTLLS) within 5 years  

In addition those new tutors appointed on or after 1 August 2011 are expected to hold a Level 2 qualification in Literacy and Numeracy or work towards it within 6 months


	     √

	√
√

	
	
	
	

	Other Requirements

	Tutors appointed from September 2007 teaching Skills courses (Basic Skills and other accredited courses) and Family/English/Maths are required to gain a full teaching certificate (Cert Ed, PGCE, DTLLS, Diploma in Education or equivalent) within 5 years of their first appointment in the sector.
In addition, tutors teaching English or Maths (excluding GCSE) appointed from September 2002 and ESOL tutors appointed from September 2003 are required to hold or complete within 5 years of starting teaching in the sector a recognised subject specialist qualification.


	

	Organisation Structure (optional)
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