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Job Description – Lecturer                             


	Job Description

	Job Title
	Lecturer


	Grade
	H 


	Reporting to 
	Programme Manager


	Location
	As advertised


	Job Purpose 

	To design, teach and monitor specific courses within the faculty/campus and to undertake 864 hours teaching annually 


	Main Tasks:  
	· To work as a member of a team to design specific courses, ensuring coverage of the syllabus and standardised delivery across the team.

· To organise the implementation of courses in line with college and awarding body guidelines

· To ensure that final grades and outcomes for students are agreed and reported in a way that meets college and awarding body timescales

· To support the Programme Manager through the delivery to students of IAG, course interviews and enrolment
· To plan schemes of work and lessons and place on VLE (Virtual Learning Environment) e.g. Blackboard/Moodle
· To assess student learning and monitor and track student progress across courses using the Individual Learning Plan (ILP)
· To keep accurate records of attendance/ assessments/achievements
· To ensure implementation of assessment policy

· To review individual student performance at agreed points in the year and complete ‘at risk’ procedures

· To take remedial action with students who are ‘at risk’ of not achieving

· To undertake Internal Verification/moderation in line with awarding body guidelines

· To contribute to self assessment process

· To ensure regular reporting systems are followed
· To write reports for students, parents and employers
· To deliver classes of both a theoretical and practical nature
· To undertake agreed continuous professional development
· To complete student reviews and contribute towards the ILP process where required

· To complete student UCAS references and assist with Personal Statements where required


	General Tasks:
	· To undertake any tasks required that are commensurate to the role and grade.
· To be aware of, comply with and promote Safeguarding policies and practices at all times.

· To be aware of, comply with and promote Equality & Diversity policies and practices at all times.

· To be aware of and comply with Health & Safety policies and procedures at all times, in order to protect your own safety and the safety of others.



Name of Job Holder:




Signature of Job Holder:

Department/Faculty:




Date of Signature:
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