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JOB DESCRIPTION

Job Title:

Part-Time Lecturer – AAT/Accounting  

Responsible to: 
Curriculum Manager – Business & Computing  

Update:
November 2016
Key role:               
Teach on a range of AAT (Association of Accounting Technicians) Evening  courses (principally Level 3 and 4). There will be the opportunity to teach on a range of other accounting business courses.
New College aims to be in the top 10% of Colleges as measured by learner success rate (% retention x % achievement).  We are looking for high quality lecturers to support this aim.

GENERAL DUTIES

1.
Delivery of the Curriculum

· To teach designated classes or individual students with regard to the requirements of the relevant teaching and learning programme.

· To monitor, assess and report the progress of such students.

· To keep registers and student records as may be required in the preparation of statistics for external and internal use.

· To promote in students recognition of the significance of Bookkeeping, Accounting and Payroll and a positive attitude to working in this sector.

· To develop materials/activities for Bookkeeping, Accounting and Payroll related courses that will allow the student to enhance and apply knowledge and develop understanding.

· To assist students to be flexible in response to the changing demands of the Bookkeeping, Accounting and Payroll curriculums.

· To liaise with external agencies to enhance curriculum delivery.

· To ensure all classroom activities are conducted in a safe manner.

· To establish strategies for managing lateness.

3
 Professional Conduct

Lecturers are expected to:

· 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.

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

· Be involved in the College’s quality assurance arrangements (Induction, Lesson Observation, Appraisal and gathering/analysing feedback from your students with a view to implementing continual improvement to your course on an ongoing/annual basis).

· Be involved in any Inspection of the College by the OFSTED/ALI inspectorates.

4
Contribution to College Life

· To attend such meetings, including those with parents, as are appropriate to the work in Bookkeeping, Accounting and Payroll team or to the role of personal tutor.

· To contribute to curriculum development within the framework of the College’s strategic plan.

5
Other Duties

· To perform duties other than those given in the job description.  These will vary from time to time without changing the character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify a change in the job description.

All staff at New College must comply with equalities legislation and Ofsted requirements 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, young people  and vulnerable adults.that you are responsible for, or come into contact with.

BACKGROUND

Business Studies at New College

The Business Studies team at New College sits within the Business, Computing and Humanities Faculty.  

We are seeking to appoint an enthusiastic and dynamic member of staff to further the development of the AAT and Accounting team.  We are keen to continue our visits to conferences and meetings and to engage in any activities which students can benefit from outside the immediate demands of the curriculum.

You will teach across a range of post-16 courses, which will include AAT Levels 2-4. In addition, we have a thriving adult education programme offering day and evening Accounting and Business courses.

We would welcome applications from teachers who can offer any of the subjects listed above or any other accountancy subjects or Accountants who are currently working in the industry who are seeking to become involved in teaching.
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PERSON SPECIFICATION – PTL AAT/Accounting
	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 degree or equivalent professional qualifications in Accounting or related subjects. Qualified by experience will also be considered where an indepth knowledge and significant accounting experience will be considered.
	E
	X
	
	
	

	Hold a full Level 5 teaching qualification.
	D
	X
	
	
	

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

	Minimum of Level 2 qualification in ICT
	D
	X
	
	
	

	Knowledge / Previous Experience / Skills
	
	
	
	
	

	An in depth working knowledge of the subject to teach on level 1, 2, 3 or 4 qualification
	E
	X
	X
	
	

	Knowledge and understanding of course work requirements and assessment
	D
	X
	X
	
	

	Good IT utilisation and presentation skills 
	E
	
	X
	
	

	Proven experience of effective time management and workload prioritisation
	E
	
	X
	
	

	The ability to act as course leader
	D
	
	X
	
	

	Previous working experience within an accountancy role
	E
	
	X
	
	

	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 (Training will be given)
	E
	
	X
	
	

	Personal Attributes
	
	
	
	
	

	To be able to work as an effective and supportive team player
	E
	
	X
	
	

	The ability to work within strict timeframes in a pressurised environment
	E
	
	X
	
	

	The ability to communicate effectively at all levels using appropriate methods
	E
	
	X
	
	


In addition to the candidate’s ability to perform the duties of the post, the selection process will also explore issues relating to safeguarding and promoting the welfare of children.
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