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JOB DESCRIPTION

Job Title:


Instructor 

Description Updated:

September 2009
Job Purpose:
To instruct a designated subject or subjects

New College aims to be in the top 10% of Colleges as measured by learner success rate (% retention x % achievement), to meet this aim we are looking for high quality instructors.
1.
Main Responsibilities:

· Contribute to the planning and preparation of the learning programmes in the subject(s) and associated subjects to College and Team standards, by:

· Producing schemes of work and coherent lesson plans with clear aims

· Preparing appropriate resources (e.g. giving prior notice to technicians of equipment/materials/software required for the class, preparing handouts, OHTs etc.)

· Undertake monitoring and assessment of learners progress and maintain up-to-date and accurate records in line with College policies and procedures and examining body standards, if relevant to the course.
· Carry out duties and responsibilities at all times with due regard to the College promotion of Equal Opportunities, Health and Safety, and other Policies (see Policies folder on the Staff Portal).

· Undertake training relevant to the efficient promotion of any of the above duties and tasks and take responsibility for your own professional development.

· Undertake any such other related tasks as the Principal may from time to time determine, or the demands of the College may require.
2 Professional Conduct

Instructors are expected to:

· Promote learning in a stimulating context

· Ensure all classroom activities are conducted in a safe manner with appropriate use of safety equipment/clothing

· Start classes on time

· Give good notice of any absence

· Keep up to date with developments in their subject area

· Keep accurate and up to date registers

· Undertake administrative duties associated with the course

· Adhere to general standards of conduct embodied in College policies and procedures (e.g. health and safety, equal opportunities etc.)

· Be involved in the College’s quality assurance.  Be involved in any Inspection of the College by the OFSTED/ALI inspectorates (normally occurs on a four year cycle).

· You are expected to work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Corporation.

All staff at New College must comply with equalities legislation and Ofsted requirements as stated in the Common Inspection Framework (CIF) by advancing equality of opportunity, fostering good relations between different groups of people, eliminating discrimination, harassment and victimisation, recognising diversity and embedding equality and inclusion in their work.

You are required to have or obtain knowledge and understanding of your responsibility for promoting and safeguarding the welfare of children and young people that you are responsible for, or come into contact with which includes the PREVENT Duty.

This job description is not a comprehensive definition of the post.  Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as defined above.
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PERSON SPECIFICATION –  Instructor
	Method of Assessment

The table indicates the method by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview
	Presentation
	Test

	Qualifications
	
	
	
	
	

	A relevant subject related qualification at minimum of Level 4. 
	E
	X
	
	
	

	Hold a full Level 5 teaching qualification (or be on a teaching programme) 
	E
	X
	X
	
	

	Minimum of Level 2 qualification in English and Maths (or Literacy and Numeracy)
	E
	X
	X
	
	

	Minimum of Level of 2 qualification in ICT or be willing to work towards. 
	D
	X
	X
	
	

	Knowledge / Previous Experience / Skills
	
	
	
	
	

	Good IT Skills (Microsoft Office)
	D
	X
	
	
	

	Good organisational skills.


	E
	X
	X
	
	

	Relevant vocational experience
	D
	X
	X
	
	

	
	
	
	
	
	

	Personal Attributes
	
	
	
	
	

	The ability to communicate at all levels
	E
	
	X
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