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Job Description:
Outreach & Development Tutor
(Full-Time Position)

Salary: 

              £22,000-£27,000
Work Hours:
9am to 5pm (with an expectation that out of hours are worked when necessary to achieve objectives)
Location: 

Cornerstone House, 14 Willis Road, Croydon CR0 2XX

Reporting to:  

Project Manager 

Introduction:

The Write Time is a small successful organization, that has multiple facets. The organization has a small independent school arm that was recently commended by Ofsted for its quality of provision for the wellbeing of young people. We also run a Traineeship programme for young people aged 16-24, helping them to get into education, employment or training. In the past, we have worked with over 500 students across 12 schools in 7 boroughs. The Write Time is now also developing an employment programme that will support young people aged 16/17 years old into apprenticeships. 
Mission Statement: 

To deliver the highest quality provision of education and support to help people thrive in their challenging environment.

Our Values:

Quality: The Write Time is committed to ensuring that all operational activity evidences a high quality service, customer satisfaction and positive impact on individual’s lives.

Support: Ensuring that all young people have someone within The Write Time that is a positive role model who they can trust, listen, and direct them on the right path.

Education: The Write Time will allow young people to find their self-belief and confidence to want to succeed the best they can in education.

Environment: The Write Time will empower young people through Personal Development activities to stretch their comfort zones to better their lives.

Raising the Profile: The Write Time will become the provider of choice (in London) for prime contractors, Local Authorities, employers and Central Government.

Main Duties
1. To have the strongest possible track record of delivering successful workshop-based learning with hard and soft outcomes, to under-16 and post-16 students, that have a variety of needs and are from challenging backgrounds (including ASD, Dyslexia, Dyspraxia, ADHD)
2. To lead in supporting young people through ongoing one-to-ones, formal fortnightly mentoring sessions, group relationships, and serving as a role model 
3. To be a hub of creativity for the curriculum a whole across both core subjects (supporting teachers to make learning relevant) and non-core subjects 

4. To ensure students maintain appropriate levels of respect, communication etc. to all students and staff whilst on-site 

5. To be the key mentor for students (under16 and/or over16), ensuring their actin plans and reviews are kept up-to-date both in their files 

6. To inspire students to engage with the curriculum on offer 
7. To be aware of the holistic development requirements for traineeships, further education, and DfE-registered independent special schools 
8. To be aware of the requirements from Ofsted and to preferably have experience of going through Ofsted inspections 
9. To ensure classrooms are well kept, vibrant and interactive 

10. To be pro-active in keeping channels of communication fluid, and regular between parents, key stakeholders, and students 

11. To produce and maintain risk assessments relevant to the curriculum needs 

12. To build relationships with young people by participating in activities relevant to their emotional, social, academic, domestic, and professional needs. 
13. To always respond in a suitable manner to the welfare of young people 

14. To build up the hidden curriculum, and extra-curriculum based learning  

15. To play a supportive and informative role in all meetings regarding children, providing rigorous, evidenced data to support decision-making processes
16. To have experience in working with vulnerable groups and students who concurrently require mentoring/pastoral support, alongside education/EET support
17. To be aware, and comfortable performing multiple tasks relating to teaching and the nature of a qualified teacher, including, but not limited to scheme of work production/tweaking, differentiation, accepting constructive feedback, lesson planning, tracking progress quantitatively and qualitatively, actively tracking attendance, setting up/tidying away, socializing and monitoring students during breaktimes and lunchtimes 
18. To be comfortable working before 9pm, and after 5pm to make calls, complete lesson plans, have meetings etc. 

19. To be aware and comfortable with the fast-paced and dynamic, ever-changing nature of The Write Time’s business ventures and needs 

20. To be willing to teach other subjects out of specialism and go beyond the call of duty at times for one’s own continuing professional development as well as for the development of The Write Time’s services 

21. To develop and manage our non-core subject curricula, ensuring it meets the needs of all students
22. Focus on the quality of the learner journey and develop alongside teachers, excellence in teaching and learning incorporating The Write Time’s values.

23. To deliver high quality lessons, including differentiated teaching.
24. To contribute significantly to the co-curricular life of the School. 

25. To commit to a programme of Continuous Professional Development. 

26. Any other duties which may reasonably fall under the remit of this post. 

27. Promote a vibrant culture with an uncompromising commitment to excellence and fully integrated support and development services, reflecting the needs of those accessing the service. 

28. To work as a part of a multi-disciplinary team that works with young people to help identify and meet their personal, learning and work needs
29. To ensure all work is neat, organized, dated, trackable and auditable by internal quality managers and external for all non-core subjects
30. Maintain good order and discipline with your students both inside and outside the classroom and help teachers to develop strong behavior management techniques for inside/outside classroom
31. Safeguard the Health and Safety of students in your care 

32. Support learners in class to access appropriate learning programs using a range of differentiation tools, diagnostic tools and assessment methods. 

33. Establish precise learning objectives, content and clear learning outcomes for all teaching undertaken. 

34. Be able to work independently with regular appraisal. 

35. To carry out any other reasonable requests by management, consistent with the nature the role. 

36. Enable young people to manage risk and access relevant support to make positive changes and develop skills.
In Common with other staff:

· To read and support all The Write Time core policies including safeguarding and equal opportunities and to work actively to overcome discrimination on grounds of race, sex, disability, sexuality, age or status in our services.
· To carry out all duties in accordance with Health & Safety and safeguarding requirements.
· To ensure that the highest standards are adhered to at all times with the highest quality provision. 

· To promote a vibrant culture with an uncompromising commitment to excellence and fully integrated support and development services, reflecting the needs of those accessing the service. 
· To work as a part of a multi-disciplinary team that works with young people to help identify and meet their personal, social, learning and work needs
· Follow the lead from line management to ensure that all performance and contractual targets are met and exceeded ensuring that all client data is recorded in a timely and accurate manner.
· Your approach to work should demonstrate and reflect The Write Time’s values. 
· The above mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out such other appropriate duties as may be required by the line manager, within the grading level of the post and the competency of the post holder.
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