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	Job Description



	Job Title:
	Course Tutor 

	Grade:
	Sixth Form Colleges Forum (SFCA) Teachers salary spines (See advert)

	Hours:
	See advert

	Responsible to:
	Principal through the Programme Leader (Co-ordinator)

	Start date:
	ASAP

	This job description complements that relating specifically to the post and Conditions of Service as laid down in SFCA Teaching Staff Handbook. These may be reviewed and amended in consultation with the post holder in the light of any changes in the requirement and priorities within the College.

	Key Duties & Responsibilities:
1. Teaching
a) Plan and prepare teaching and learning programmes appropriate to the educational needs of the students. 

b) Set, assess and mark students’ work, maintaining clear and accurate records

c) Develop and use a range of teaching and learning techniques according to students’ needs and abilities
d) Provide students with support, advice and guidance, as appropriate.

e) Ensure a thorough and up to date knowledge of the curriculum area.

f) Work with the Head of School, Programme Leader (co-ordinator) and departmental colleagues on the preparation and development of courses of study, teaching materials, teaching programmes, methods of teaching and assessment and pastoral arrangements.
2. Assessments and Reports
a) Provide or contribute to oral and written assessments, reports and references relating to individual students and groups of students
b) Maintain accurate records of student attendance and progress
3. College wide responsibilities
a) Support the College’s mission, values and strategic objectives

b) Promote the College’s equal opportunities and diversity policy

c) Implement the College’s health and safety policy and procedures

d) Attend staff briefing, full staff and departmental meetings as required and other such meetings as required by the Principal

e) Participate in the College’s continuing professional development scheme

f) Carry out a share of supervisory duties as may be agreed with the Principal. 

g) Undertake such other duties as the Principal may request within reason.



	This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a re-evaluation of the grading of the post. 


	Person Specification



	Job Title:
Course Tutor

	
	Essential
	Desirable

	Education,
Qualifications and Training
	· A relevant degree and/or professional vocational qualification

· A recognised teaching qualification/qualified teacher status
	· Relevant further or higher degree

	Relevant Experience
	· Successful teaching experience or teaching practice in the subject 
· Experience of teaching in the post-16 sector
	· Evidence of good examination results and added value


	Knowledge, Skills and Competencies
	· Ability to adopt a variety of strategies to suit students’ different learning styles

· Detailed knowledge of the curriculum area
· Proven ability to plan and prepare courses and lessons

· Good ICT and administrative skills. Ability to keep accurate records of students’ progress.
	· Knowledge of curriculum developments in the post-16 education sector 

· The ability to contribute to other courses and subject areas

	General Attributes
	· Highly effective interpersonal and communication skills 

· The ability to work as part of a team and to contribute to its development

· Good organisational and time management skills
	

	Other requirements
	· Enthusiasm for working with young people

· An understanding of safeguarding and its importance within the college
· Commitment to continuing professional development
· Commitment to equality of opportunity
	· Ability to contribute to enrichment activities and other aspects of College life


Varndean College is an equal opportunities employer. It has a commitment to safeguarding and promoting the welfare of students and expects all staff to share this commitment. All posts are subject to Enhanced Disclosure Clearance through the Criminal Records Bureau. Please note, candidates’ suitability to work with young people will be explored at interview.
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