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JOB DESCRIPTION - GENERIC
Job Title:


Part Time Lecturer 

Description Updated:

January 2017
Job Purpose:
To teach a designated subject or subjects
New College aims to be an outstanding provider and therefore requires outstanding lecturers to support this aim.
1.
Main Responsibilities
1.1
Contribute to any planning and preparation of the scheme of work in your subject so that it meets College and Team standards.  You should be able to:
· produce/familiarise yourself with a  comprehensive scheme of work/lesson plan
· prepare coherent and lively lesson plans with clear aims and objectives
· prepare appropriate resources, working with technicians in a timely manner where appropriate, including Technology Enhanced Learning (TEL) materials on the college VLE aligned to current college strategy
· maintain registers, learner records and other data records as required for key performance indicators and statistics for internal and external use.
1.2 Deliver learning through efficient and effective classroom and online management so that:
· all learning activities are conducted in a safe manner with appropriate use of equipment/clothing
· you can implement strategies for managing lateness or anti-social behaviour
· you can demonstrate the importance of English, Maths, ICT, Fundamental British Values and Employability themes in your teaching

· you ensure that all learners have engaged with learning and have achieved the session aims and objectives. 
1.3
Monitor and assess learners’ progress and maintain up-to-date and accurate records in line with College policies and examining body standards.  You will be expected to:
· set assessments and/or homework as appropriate and required by the programme leader
· follow  curriculum service standards to ensure that all assessments are marked and appropriate feedback given within a stated period of time
· participate, where practical programme, in team activities and act as leader of a programme where necessary.
1.4
Undertake administrative duties associated with study programmes or learners, for example parental meetings, report writing, or other duties that might become necessary.  These will include:
· ensuring that all learner enrolments are accurate
· maintaining accurate and up to date registers

· identifying to the Programme Leader any patterns of regular non attendance

· making appropriate referrals to College services

· registering learners for external awards as required.
1.5   Provide a high standard of academic, pastoral and personal support for learners, including acting as Programme Leader, if required, to ensure the best possible satisfaction, attendance, retention and achievement levels.

1.6 Carry out moderation and/or act as an assessor and/or Internal Verifier and achieve the appropriate accreditation, if required.
1.7
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 the Policies and Procedures on the Staff Portal).
1.8
Undertake training relevant to the efficient promotion of any of the above duties and tasks and take responsibility for your own professional development.

1.9
Undertake any other related tasks as your Line Manager may from time to time determine, or the demands of the College may require.

2. 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 and pedagogy
· keep accurate and up -to- date registers 
· adhere to general standards of conduct embodied in College Policies and Procedures (e.g. Health and Safety, Equal Opportunities) 

· be involved in the College’s quality assurance arrangements: induction, lesson observation, appraisal, and student feedback
· be involved in any Inspection of the College by OFSTED/QA
· 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 – Part Time Lecturer
	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
	
	
	
	
	

	Subject related qualification at a minimum of Level 5 or subject related occupational competency.
	E
	X
	
	
	

	Appropriate teacher qualification or work towards achievement.
	E
	X
	X
	
	

	Level 2 Qualification in Literacy & Numeracy or prepared to gain if requested to do so.
* If teaching Maths or English Level 5 required in relevant subject
	E
	X
	
	
	

	Level 2 ICT qualification or prepared to commit to undertaking within 18 months of commencement
	E
	X
	
	
	

	Knowledge / Previous Experience / Skills
	
	
	
	
	

	Previous teaching/training experience delivering learning on qualification or vocational based programmes.
	E
	X
	
	
	

	Experience of course planning, lesson planning, delivery and assessment methods.

	E
	X
	X
	
	

	Experienced in delivering a challenging and professional learning opportunity utilising ICT and e-learning resources.
	E
	X
	X
	
	

	A commitment to professional and personal development 
	
	
	
	
	

	Knowledge and understanding of your responsibility for prioritising and safeguarding the welfare of children and young people that you are responsible for, or come into contact with
	E
	X
	X
	
	

	Personal Attributes
	
	
	
	
	

	The ability to communicate effectively  at all levels
	E
	
	X
	
	

	Ability to work under pressure to tight timescales
	E
	
	X
	
	

	High level organisational and planning skills
	E
	
	X
	
	

	Flexible approach to attend open evenings, open days etc.
	
	
	
	
	


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 and vulnerable adults.

