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Job Description 




Personal Tutor 
Responsible to:
Assistant Principal – Student Support and Welfare
Start Date:
September 2021
Contract Type: 
Permanent, part-time. We have vacancies for Personal Tutors, with responsibility for five (0.55 FTE), six (0.67 FTE), seven (0.78 FTE) or eight (0.89 FTE) tutor groups. 
Please indicate on your application form your desired FTE.  

____________________________________________________________________________________

Duties and responsibilities

The Pastoral System developed here has become a centre of national interest and is linked to a quality system for students and staff based on measuring added-value at termly intervals.  Personal tutors are central to the system; they are a well-knit and mutually supportive team. 

Each Personal Tutor has responsibility for the academic, personal and social needs of students (approximately 24 students per tutor group). The Personal Tutors deliver a two-year personal and social development programme, under the guidance of the Assistant Principal, including induction and settling in, careers education and information and other exercises designed to increase self-esteem, self-value and successful learning.  They are also in charge of university and job applications.  Acting as a link between subject staff and parents, Tutors are fully responsible for the students’ welfare during their time at College.  In addition, student progress is monitored termly with one-to-one interviews with subject staff and Personal Tutors leading to a progress report.  Personal Tutors have, in addition, non-timetabled time to deal with students individually.  Typically, this time is spent monitoring progress, dealing with problems that arise, whether academic, social, personal or emotional, advising on applications and preparing student references.  In essence, the post is similar to a Head of a small school sixth form.  Strong qualities of organisation, administration and time management are also required.

The team of Personal Tutors meet weekly to discuss both student and administrative needs.  It is a mutually supportive group.  Work is done in a dedicated suite of rooms, a careers library and a series of offices.  The team is supported by a full-time counselling service, and input from the local careers service.  In the last Ofsted inspection, the support for students was graded outstanding.  Training will be available, if required. 

____________________________________________________________________________________
Role specific responsibilities
1. Responsibility for the personal, academic, social and emotional needs and progress of students.
2. Taking group tutorials through a programme of work devised by the Personal Tutor Team.

3. A contribution towards enrichment (non-examination) courses.
4. Taking responsibility for the college’s administrative needs regarding students’ records, references etc for students in your care.

5. Attendance at staff and departmental meetings (including a weekly Tutor Team meeting), Open Evenings, Parents’ Evenings and prospective student interviews (these may involve attendance outside normal working days.)
6. Being in sympathy with a College ethos which finds its roots in a staff strongly committed to the College in all aspects and activities.  It is based on a philosophy that valuing students and helping them to experience success and sometimes working through failure helps them to grow in confidence and to succeed.

General duties and responsibilities

The post holder is required to:

1. Promote, act as a role model and implement the College’s policies, practices and procedures including those relating to equality and diversity.  

2. Take reasonable care of the health and safety of self, other persons and resources whilst at work.  This entails supporting the college’s responsibilities under the Health and Safety at Work Act.

3. Demonstrate day to day commitment to the College’s core values of community and mission statement. 

4. Carry out such reasonable additional duties as may from time to time be determined by or on behalf of the Corporation.

All staff and senior postholders have a duty for safeguarding and promoting the welfare of children and young persons.  Staff must be aware of the College’s procedures for raising concerns about children's welfare and must report any concerns to the Designated Person without delay.   Staff must also ensure they attend the appropriate level of safeguarding children training identified by the College as relevant to their role​​​​​​​​​​​​
Special features of the post

This job specification is subject to review.  Any changes in substance or interpretation will be implemented after consultation with the post holder.

The successful applicant will join a very friendly, hardworking and dedicated team supporting each other to the full at all times.  You will need to be someone who can work comfortably within such a team, but can be equally comfortable using your own initiative to solve problems that come your way.

Equality and Diversity Statement
The College will seek to ensure that all existing and potential employees and students are given equal opportunities for employment and education.  It is committed to the elimination of unlawful or unfair discrimination on the grounds of sex, age, marital status, colour, race, nationality or other ethnic or national origin, disability, sexual orientation, trade union membership or activity and religious background.  The College will seek to ensure that no applicant for employment or education is disadvantaged by conditions or requirements which cannot be justified.  The College provides an open, welcoming and safe environment for all its students, employees and visitors.

Safeguarding Statement

The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expects all staff to share this commitment. 

The successful applicant will be required to undertake appropriate safeguarding checks as well as providing proof of the right to work in the UK.  

Prevent Statement
The successful applicant will be required to uphold the values of democracy, rule of law, individual liberty and tolerance and have mutual respect for those with different faiths and beliefs.

SIMON LETT

Principal

March 2021
Personal Tutor

Further Particulars

Salary:

The salary for this post will be within the Main Scale range of the pay spine for Teaching Staff, which is currently £25,260.00 - £41,226.00 per annum (full-time).

0.89 FTE - £22,554.00 - £36,809.00 per annum

0.78 FTE - £19,847.00 - £32,392.00 per annum

0.67 FTE - £17,141.00 - £27,975.00 per annum

0.55 FTE - £13,983.00 - £22,820.00 per annum
Conditions of Appointment:

Appointment is to a permanent, part-time contract working to the terms and conditions of service for all College staff under the following main provisions:

Pension:
You will be entitled to join the Teachers’ Pension Scheme.

Annual Review:
You will be required to participate in the College’s annual review scheme.

Policies:
The Corporation’s policies will apply in relation to sickness, maternity/paternity and disciplinary and grievance.  Details are available on the College website and from the Human Resources Manager.

College Security:
Employees are required to wear identification badges at all times to adhere to Health and Safety and security procedures.

Safer Recruitment: 
We have a strong commitment to safeguarding; all offers of employment are subject to the following pre-employment checks:
· Two satisfactory references

· Enhanced DBS check with barred check list 

· Overseas check if you have lived or worked abroad within the last 5 years 

· Evidence of the right to work in the UK 

· Prohibition check order

· Qualifications 
· Fitness for Work
Closing Date:
The closing date for applications is noon on Wednesday 14 April 2021 and interviews will be held shortly after. 

Applicants for this post are asked to:

1. Complete the College’s application form, Equality and Diversity and Criminal Convictions forms or TES application form.
2. Write a supporting letter of application, with CV if you consider it useful.
Please send the completed details, as soon as possible, to:

Jen Rothery, Human Resources Officer, Greenhead College, Greenhead Road, Huddersfield, HD1 4ES, or if you prefer you can send electronically, as an email attachment, to jobs@greenhead.ac.uk. 

If you apply and are unsuccessful in being called to interview, can I thank you in advance for your time and trouble in making this application.  Due to time constraints it would be impossible to respond to everyone individually - I hope that you will understand.

The college is committed to Equality and Diversity and welcomes applications from all sections of the community.
PERSON SPECIFICATION:   Personal Tutor 

	CRITERIA



	ESSENTIAL
	DESIRABLE
	Assessed

 From:

	EDUCATION AND TRAINING
	A good Honours Degree or equivalent

A recognised teaching qualification

A willingness to develop professionally


	Evidence of appropriate continuing professional development 
	Application 

Certificates

Interview

	EXPERIENCE
	
	Experienced A-level teacher with a proven track record, or NQT with an interest in teaching 16-19 year old students
Experience of dealing with safeguarding issues 


	Application



	SKILLS/ABILITIES

	Capacity to motivate, encourage and inspire students of all abilities

Ability to work flexibly and to be self-motivated


	
	Application

Interview



	ATTRIBUTES
	A proven commitment to safeguarding and promoting the welfare of young people

A proven commitment to equality and diversity and an understanding of the College’s policies

Ability to uphold and promote the values of democracy, rule of law, individual liberty and tolerance and have mutual respect for those with different faiths and beliefs. A willingness to be flexible

Courteous, positive and can-do approach 

A commitment to quality

Positive and professional approach with a high level of commitment to the College


	Sociable team player
	Application

Interview
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