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JOB DESCRIPTION

BIT APPRENTICESHIP TUTOR/ASSESSOR (Northamptonshire Area)
Reports to the Operations Manager 
Working Hours, Conditions & Specific Requirements

· 37 Hours, Monday to Friday

· Flexible to cover learners’ shift patterns

· Extensive Travel

Responsibilities 
Business Improvement Techniques (BIT) Tutor/Assessors are expected to facilitate the effective and efficient learning and assessment of Improving Operational Performance Business Improvement Techniques. This is required for levels 2 and 3 as stand-alone qualifications as well as part of Apprenticeship frameworks.  As part of the role you will be expected to: 

· Assist with the teaching, learning, assessment and monitoring of candidates on BIT (Business Improvement Technique) Apprenticeship and Advanced Apprenticeship programmes, inclusive of framework components outside of NVQs

· Deliver bespoke commercial courses as open courses and in companies 

· Effectively communicate, in both written and verbal form, to internal and external customers at various levels

· Assess, record and analyse learner performance.

· Provide prompt and constructive feedback to learners in writing and face-to-face. 

· Maintain accurate learning and assessment and records to meet company and awarding body requirements.

· Ensure learning and assessment strategies used are inclusive (regardless of gender, age, origin, etc.). 

· Maintain data collection spreadsheets to ensure accurate analysis of activities and performance at all times 

· Collate and produce accurate reports in a timely manner as required to monitor business and learner performance

· Complete all administrative work to required standards and timescales.

· Be available to assist in enrolment and I.A.G. procedures, which may require additional hours including evenings and weekends when required to do so 

· Work flexibly, which may include evenings possibly weekends and attend seminars and other professional events as required by the company 

· Participate fully in Continuous Professional Development and undertake training as required by the company  and external agencies

· Keep up-to-date with quality improvement initiatives and to be aware of, and meet, service standards for the company 

· Propose any ideas that may help to promote and extend the Company’s reputation and efficient running of the company programmes of education 

· Work safely, consider the safety of others and work within the guidelines stated in the Company Health and Safety Policy 

· Promote equality and diversity at all times  

· Co-operate with the Internal Quality Auditor to carry out verification/moderation as required.

· Contributing to standardisation meetings and implementing ongoing quality improvements.

· Consistently demonstrating high standards of professional conduct and customer care

· Any other duties, as required, appropriate to the scale of the post.



What will you need to be able to do the job?

Qualifications, Experience & Requirements

Essential 
· Assessor Award (D32, D33, A1) 

· Teaching qualification at Level 3 

· Experience of delivering BIT or PMO & Warehousing 

· Industrial knowledge, experience and competence in Warehousing & Performing Manufacturing Operations
· Good IT skills – databases, spreadsheets and word processor 

· Excellent verbal and written skills 

· Self starter with the ability to work both independently and as part of a team 

· Determined and results focused with an emphasis on delivering outstanding service 

· Ability to empower and support individual growth and progression 

· Excellent attention to detail 

· Effective time management skills 

· 2 years recent experience within the service sector 

Desirable 

· V1/D34 

· BIT qualification or experience of Lean manufacturing preferable 

· BIT NVQ L2/3 

· BIT Diagnostic 

· Experience of delivering Key Skills/ Functional Skills 
· Experience of delivering Team Leading or Management qualifications
Special requirements

· Enhanced DBS Clearance which is satisfactory to the College

· Right to work in the UK
· 2 References which are satisfactory to the College

· Medical Clearance

· Driving Licence, access to own vehicle and willingness to travel to and work across UK when required
· Evidence of qualification certificates

