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	Job Description



	Job Title:
	Course Tutor - Level 2 & 3 Vocational Business (BTEC)*
*With an option to teach some Travel & Tourism modules

	Department:
	School of English, Languages and Business

	Grade:
	Sixth Form Colleges Association (SFCA) Teachers salary spine £22,937 - £35,975 as appropriate, (pro rata)

	Hours:
	Part-time – 0.47-0.53 FTE (16-18 periods per week of 45 minutes)
(Additional teaching periods may also be available in Public Services and Law for suitably qualified candidates)

	Responsible to:
	Principal through the Programme Co-ordinator

	Fixed Term Contract:
	Fixed term for one year from1st September 2017 to 31st August 2018
(Starting September or ASAP

	This job description complements that relating specifically to the post and Conditions of Service as laid down in SFCA Teaching Staff Handbook. These may be reviewed and amended in consultation with the post holder in the light of any changes in the requirement and priorities within the College.



	School of English, Languages and Business


	The Business Department 
We are a friendly, innovative and dynamic team of staff, currently comprising of five teachers. Business is largely accommodated in three dedicated classrooms which are well equipped with computers and laptops. 

There are currently about 300 students studying within the department of which about half study A level whilst the others are studying towards vocational BTEC awards

We have extremely high standards for all our students and aim to develop their knowledge, 

skills and experience in a stimulating and varied learning environment. We look to exploit diverse strategies of teaching, learning, motivation and tracking so that all students are able to access the understanding and knowledge needed to prepare them effectively for examination and beyond.
The team consists of 10 members of staff in a mixture of full-time/part-time posts. Many staff teach more than one subject and are committed to teaching the full ability range. The School is dedicated to active approaches to learning, equality of opportunity for all and supports initiatives to widen participation and extend inclusive learning. Staff work collaboratively with one another and there is a strong emphasis on the development of new and creative teaching and learning techniques within a supportive working environment. Some teachers also work as specialist tutors, in additional support or contribute to the enrichment curriculum.

The Business team consists of 4 members of staff, who currently teach on the following courses:

· Business Studies A Level
· Business Studies BTEC Level 3 
· Business Studies BTEC Level 2 
The topics covered in the Business Vocation course which we are seeking to appoint are listed below:
Level 3 Vocational Business 

· Business structure / organisation

· Customer Service

· Communication

· Finance and Marketing

· Human resources

· International Business

· Career planning

· Recruitment and selection

· Motivating and empowering people

· Law in the business world
· Travel and Tourism

	Key Duties & Responsibilities:

1. Teaching
a) Plan and prepare teaching and learning programmes appropriate to the educational needs of the students. 

b) Set, assess and mark students’ work, maintaining clear and accurate records

c) Develop and use a range of teaching and learning techniques according to students’ needs and abilities
d) Provide students with support, advice and guidance, as appropriate.

e) Ensure a thorough and up to date knowledge of the curriculum area.

f) Work with the Head of School, Programme Co-ordinator and departmental colleagues on the preparation and development of courses of study, teaching materials, teaching programmes, methods of teaching and assessment and pastoral arrangements.
2. Assessments and Reports
a) Provide or contribute to oral and written  assessments, reports and references relating to individual students and groups of students
b) Maintain accurate records of student attendance and progress

3. College wide responsibilities
a) Support the College’s mission, values and strategic objectives

b) Promote the College’s equal opportunities and diversity policy

c) Implement the College’s health and safety policy and procedures

d) Attend staff briefing, full staff and departmental meetings as required and other such meetings as required by the Principal

e) Participate in the College’s continuing professional development scheme

f) Carry out a share of supervisory duties as may be agreed with the Principal. 

g) Undertake such other duties as the Principal may request within reason.



	This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a re-evaluation of the grading of the post. 


	Person Specification



	Job Title:
Course Tutor

	
	Essential
	Desirable

	Education,
Qualifications and Training
	· A relevant degree and/or professional vocational qualification

· A recognised teaching qualification/qualified teacher status
	· Relevant further or higher degree

	Relevant Experience
	· Successful teaching experience or teaching practice in the subject in the 14-19 sector or post 16
	· Evidence of good examination results and added value

	Knowledge, Skills and Competencies
	· Ability to adopt a variety of strategies to suit students’ different learning styles

· Detailed knowledge of the curriculum

· Proven ability to plan and prepare courses and lessons

· A commitment to developing more experiential learning through links with external agencies.

· Good ICT and administrative skills. Ability to keep accurate records of students’ progress.
	· Knowledge of curriculum developments in the post-16 education sector 

· The ability to contribute to other courses and subject areas

	General Attributes
	· Effective interpersonal and communication skills 

· The ability to work as part of a team and to contribute to its development

· Good organisational and time management skills
	

	Other requirements
	· Enthusiasm for working with young people

· An understanding of safeguarding and its importance within the college
· Commitment to continuing professional development
	· Ability to contribute to enrichment activities and other aspects of College life


Varndean College has a commitment to safeguarding and promoting the welfare of students and expects all staff to share this commitment. All posts are subject to Enhanced Disclosure Clearance through the Criminal Records Bureau. Please note, candidates suitability to work with young people will be explored at interview.
Teaching Staff - General Information: Terms and Conditions

Job title: Course Tutor – Vocational Business

1. Contract

This post is offered as a fixed term contract (in the first instance) of employment from 1 September 2017. Contractual arrangements for this post determining conditions of employment are as agreed between the Sixth Form Colleges Association (SFCA) and staff representatives at national level.
2. Hours of Work

This is a part-time post (0.47-0.53 FTE), currently 16-18 periods per week (subject to student enrolments). The College day starts at 8.30am until 5.05 pm.
3. Salary

This post is paid on the SFCA Teachers’ pay spine – currently £22,937 - £35,975 per annum (points 1 to 8). Appointment on the salary scale will depend on relevant experience and qualifications.

Salaries are paid monthly in arrears through the BACS system directly into the bank or building society account of each member of staff.

4. Pension Entitlement
All employees automatically become members of the Teachers’ Pension Scheme unless they decide to opt out. Members of the scheme are required to contribute a percentage of their salary banding and Varndean College will make a further contribution of 16.48% of the pensionable pay. 
5. Notice Period
You are entitled to receive, or required to give, two months' notice of termination of employment and in the Summer term three months', terminating at the end of term as defined below for this purpose:

the Summer term ends on 31 August

the Autumn term ends on 31 December

the Spring term ends on 30 April
6. Pre-appointment Checks
This appointment is subject to satisfactory references, proof of identify and eligibility to work in the UK, an enhanced DBS Disclosure, satisfactory medical questionnaire and presentation of original qualification certificates.

7. Probation

Your appointment will be subject to satisfactory completion of a period of induction of 9 months.  During this period you will be expected to establish your suitability for the appointment.
8. Protection of Children and Vulnerable Adults

The College is committed to safeguarding and promoting the welfare of children and vulnerable adults, and applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service (DBS).

The nature of this post requires the College to undertake an enhanced DBS check on the appointed candidate for any convictions which make it undesirable for the candidate to undertake this post. Under the terms of the check you are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the rehabilitation of Offenders Act 1974. 
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