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	POST
	AWARD

	Lecturer(s) (Specialist Tutor)

	Support Scale

	RESPONSIBLE TO
	RESPONSIBLE FOR

	LEAD TRAINING CO-ORDINATOR
	NO LINE MANAGEMENT RESPONSIBLITY

	JOB SPECIFICATION

	PURPOSE:

To provide delivery and assessment of the highest quality and participate significantly in the academic work of the curriculum area and to the discussion of and adherence to policy and practice. You will support the educational experience of the student, assist the effective working of the curriculum area and contribute to the realisation of the Corporation’s Mission Statement for the College.



	RESULT AREAS:       1.    Academic

a) To contribute to the development of the work of the curriculum area and to the discussion of policy and practice, through initiative and via the instructions of the Lead training Coordinator and Curriculum leader to carry out reasonably assigned responsibilities and duties and comply with College Policies.
b) To prepare lessons in line with the needs of the students and curriculum area schemes of work

c) To regularly set and mark work according to Awarding Organisation and College policies

d) To monitor the progress of students through the review procedures and to report regularly to the Lead Training Coordinator on this
e) To record and issue the collection of resources from students

f) To communicate with staff concerning the organisation of students in shared framework delivery
g) To prepare materials for Preview/Open evenings as requested.
h) To contribute to the preparation and delivery of the recruitment and induction process

i) To set work to cover planned or unplanned absence 
j) To participate positively in the Professional Review process

k) To maintain an up-to-date knowledge of recent developments in the subject/curriculum area and report on courses attended.

l) To attend curriculum area meetings within contractual requirements.

m) To participate in recording of student achievement according to College Policy.

                                 2.     Cross College

a) To attend and contribute to College and curriculum programmes as specified 
b) To encourage the good behaviour of students around the Campus and be active in establishing a healthy and clean environment promoting teaching and learning.

c) To carry out, as appropriate, the College policy on Health and Safety.

4.     General

a) To participate in the Quality Assurance system of the College.

b) Be fully aware of College policies relating to equality and diversity and actively promote positive practice in this respect.
c) To undertake such other duties as may be reasonably required, according to contractual requirements.
d) Has an understanding that safeguarding is a shared cross college responsibility. Takes ownership of embedding safeguarding practices into their remit as appropriate to their role within the organisation

5.     Health and Safety
The safety of students in classrooms, laboratories and workshops is the responsibility of the tutor.  This applies to assistants who must be made aware of their responsibilities by a professional tutor.

A tutor is expected to:

· know the emergency procedures in respect of fire and first aid and the special safety measures to be adopted in his/her own areas and to ensure that they are applied

· exercise effective supervision of learners and ensure that they know of the general emergency procedures in respect of fire and first aid and the special safety measures of the area.

· give clear instructions and warnings as often as necessary (notices, posters, handouts are not enough).

· ensure that learners coats, bags, cases etc. are safely stowed away.

· integrate all relevant aspects of safety into the teaching process and, if necessary, give special lessons on safety.

· follow safe working procedures personally.

· call for protective clothing, guards, special safe working procedures etc. when necessary.

· make recommendations on safety matters to the Curriculum Leader.


	MAJOR TASKS AND PROBLEMS:

· Flexibility to meet deadlines in a challenging, multi functional and multi disciplined role.

· Chasing for information and maintaining accurate and up to date information.

· Dealing with difficult people or circumstances in a professional and logical structure, aligned to policy, procedures and legislation.

· Managing and prioritising actions in relation to learner issues and concerns.

DECISION MAKING
· Providing guidance and advice within procedures, policy and legislation.

· Time management, prioritising and structure of tasks allocated to you or taken on by you.

· Appropriate team support and cover to complete tasks to deadline.

· When to pass up to the Lead training Coordinator or Curriculum Leader.




	

	PERSON SPECIFICATION

	
	Essential
	Desirable

	Education & Training
	
	

	· Degree qualified 
	
	(

	· Teaching qualification or working towards 
	(

	

	Experience which demonstrates:
	
	

	· Expertise in the chosen curriculum area and knowledge of additional short courses/enrichment activities that will enhance the student experience
	(
	

	· Further Education curriculum and employer engagement involvement
	
	(

	· Participant of curriculum development meetings, team briefings, network groups and partnerships
	
	(

	· An understanding of and capacity for meeting the needs of students and tutors in a pastoral system
	
	(

	· Effective strategies to support working with level 2 and level 3 students. 
	(
	

	Skills & Qualities
	
	

	· Be capable of taking responsibility for multi functions involving students, resources and college events.
	(
	

	· Be able to relate well to staff and students and judge the balance of support and pressure required to maximise achievement through appropriate support, guidance and New Campus Basildon policy usage.
	(
	

	· An ability to keep up with developments in the curriculum areas and advise on the future direction of curriculum and its methods of delivery
	(
	

	· Be a creative and lateral thinker to promote New Campus Basildon growth and enhance current business features.
	(
	

	· Have the ability to communicate effectively at various levels internally and externally.
	(
	

	· Have the ability to resolve student conflict and deal with criticism.
	(
	

	· Have an aptitude for critical reflection and innovation.
	
	(

	· Be able to ensure the integrity and coherence of agreed systems of student care, monitoring and reporting, Quality Assurance and management information.
	(
	


	Line Manager Name:


	

	Line Manager Signature:
	

	Date:
	


	Employee Name:
	

	Employee Signature:
	

	Date:
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