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JOB PROFILE

Job title		Personal Development Tutor
Grade			£28,260 - £32,310, Band 6
Accountable to	Head of Faculty
Responsible for	N/A


General Duties and Responsibilities 
· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
· To participate in the College Professional Development and Review (PDR) Scheme 

Specific Duties and Responsibilities
1. Delivery of essential, curriculum-choice and student-choice group tutorials.
2. Contextualise cross college resources to be relevant for the faculty area/s.
3. Monitor attendance, ensuring learners are attending and exceeding the colleges target. (Consistently monitor, action and record).
4. Manage a caseload of learners through targeted support on a 1-1 basis, by providing high quality pastoral support.
5. Refer learners internally to relevant support services for key areas of safeguarding and mental health concerns.
6. Maintain the EILP in conjunction with learners during their tutorial and 1-1 support sessions.
7. Assist students in the process to fulfil work experience and employability requirements as part of their study programme.
8. Liaise with Work Placement Coordinators to facilitate placement opportunities within the tutorial sessions.
9. Liaise with Careers advisors to promote employability aspects within the tutorial sessions.
10. Promote personal and social development by supporting faculty areas with enrichment activities.
11. Cover for other Personal Development Tutors.
12. Develop and contribute to the planning and design of materials used in the tutorial programme.
13. Support the induction programme, ensuring learners make a positive start to their journey at Nottingham College.
14. Prepare and support learners for their next steps, internal progression, higher education, apprenticeships, or employment.
15. Oversee UCAS applications and liaising with curriculum tutors to support this process. 
16. Communicate regularly with parents/guardians regarding concerns with learners’ progress or attendance.
17. Support the College student disciplinary process and work alongside curriculum staff and FAMs.
18. Work alongside Curriculum/support staff to ensure learners’ needs are fully addressed.
19. Collaborate with cross college services for the support of learners, wellbeing, enrichment, safeguarding, careers advisors, learning facilitators, achievement coaches and student voice.
20. Motivate, inspire and energise young people by setting and monitoring aspirational targets as part of the colleges 1-1 tutorial programme.
21. Ensure all student records are kept up to date
22. Engage in activities to recruit future students to include open days/evenings, initial advice and guidance, interviews and any other recruitment activity required (may involve some evenings and weekends) 
23. Engage in parent’s evenings as part of the college cycle to inform parents/guardians of student progress.
24. Attend faculty team and pastoral team meetings as required to share progress and resolve issues.


NOTE
This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.
This job profile does not form part of your contract of employment.

PERSON SPECIFICATION
	Role: Personal Development Tutor
	E/D
	A
	I
	T

	Qualifications:  

	1
	Hold a recognised national qualification to a level 3 or higher
	E
	X
	
	

	2
	Teaching qualification (or be willing to work towards)
	D
	X
	
	

	3
	Careers/Advice & Guidance qualification
	D
	X
	
	

	4
	Level 2 Maths and English or equivalent
	E
	X
	
	

	Experience and Skills:

	5
	Experience of working in an educational (or similar) setting and delivering effective pastoral support for students   
	E
	X
	X
	X

	6
	Student guidance/support experience or similar
	E
	X
	X
	

	7
	Experience of setting appropriate targets for learners based on behaviour and attitudes and personal development as set out in the current inspection framework
	E
	X
	X
	X

	8
	Proven experience of motivating learners to achieve excellent results
	E
	
	X
	

	9
	Effective liaison with stakeholders (external agencies, employers, parents)
	D
	X
	X
	

	10
	Knowledge of progression routes/pathways for FE students, including experience of supporting UCAS applications. 
	D
	X
	
	

	11
	Knowledge of careers information, advice and guidance including Apprenticeships/Higher Apprenticeships
	D
	X
	X
	

	12
	Knowledge of HE courses, institutions, entry requirements, application process and supporting students to secure places and preparing them for next steps  
	D
	X
	
	

	13
	Be able to communicate effectively with learners and colleagues at all levels
	E
	X
	
	

	14
	Be able to work independently and as part of a team
	E
	X
	
	

	15
	Good organisational, administrative and presentation skills
	E
	X
	
	X

	16
	Good level of IT skills, including use of Microsoft package, with an ability to adapt to college systems
	E
	X
	
	

	Personal Attributes: 

	17
	Ability to inspire and engage students to develop and achieve their targets both academically and holistically
	E
	X
	
	

	18
	A can do attitude and high expectations of learners
	E
	X
	X
	

	19
	Ability to work under pressure, to multi-task and maintain a sense of perspective to get the job done
	E
	X
	
	

	20
	Ability to seek positive solutions in problem solving situations
	E
	X
	
	X

	21
	Ability to demand high standards from oneself and others to achieve positive outcomes for students and the college
	E
	X
	
	

	22
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	
	

	23
	Commitment to quality and excellence through evidence of continuing professional development
	E
	X
	
	

	24
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	
	X
	X



KEY:
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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