
LONDON BOROUGH OF LEWISHAM

Job Description

	Designation:
	Tutor (Part Time)
	Grade:
	CEL

	Reports to (Designation):
	Curriculum Leader
	Grade:
	PO2

	Directorate:
	Community Services
	Section:
	Adult Learning Lewisham


Main Purpose of the Job:
· To provide high quality teaching to adults in the community setting, including planning, delivery, assessment and review and pre-course assessment and progression information alongside curriculum development.

· To be responsible for preparation, marking and evaluation of learners’ work, examination preparation and feedback.

Summary of Responsibilities and Personal Duties:
Teaching and Related Activities

· To teach on ALL sites or off site as required.

· To undertake learner interview, induction, assessment and progress reviews including checking in class that learners have enrolled and paid for their studies.

· To act as the communication link and pass on any required information between ALL and learners.

· To demonstrate a flexible approach to cater for individual learning needs and differentiate work accordingly, ensuring the personalisation of teaching and learning.

· Undertake associated organisational and administrative work, together with preparation, marking and record keeping.

· To provide a copy of the proposed scheme(s) of work to the Curriculum Leader within two weeks of the start of a course. 

· To liaise with the curriculum leader and ensure course information and teaching and learning materials are uploaded onto Moodle. 
· Provide appropriate advice to learners.  This includes liaising with colleagues in enabling learners to take opportunities for progression both within Adult Learning Lewisham and elsewhere including where relevant opportunities for employment.

· Participate in the identification of learner needs and plan, develop, monitor, review and evaluate courses and course materials including the use of e-learning and mo.

· Participate in the Observation of Teaching and Learning process that follows OFSTED guidelines and grading structure. Tutors are expected, as a minimum, to achieve a grade 3 (satisfactory) and an action plan will be developed to monitor and review progress against key performance indicators.

· To undertake appropriate, continuing professional development and to attend relevant meetings as required.

· Assist in the promotion and marketing of courses where necessary.

· Be committed to quality improvement.

General

· Ensure compliance with the Council's Equal Opportunities in Employment Policy.

· Ensure compliance with Health and Safety legislation, Council and Directorate Safety Policies and the legal requirement to complete the learner registers accurately. 

· Utilise information technology equipment in connection with the duties of the post.

· Ensure compliance with appropriate legislation, council policies, standing orders, financial regulations and other requirements of the Council.

· To arrange (in the event of short term absence or illness) for a qualified substitute to take the class, and to advise the Business Resources/Curriculum Leader of action taken.

· To ensure that all activities undertaken are in line with ALL’s commitment to safeguard and promote the welfare of the organisation’s learners and vulnerable adults.

· To promote by consistent example, both internally and externally, the philosophy, values and behaviours outlined in ALL’s vision, mission and values statement.

· Assist in carrying out the Council's environmental policy within the day to day activities of the post.

Consideration will be given to restructuring the duties of this post for a disabled postholder

The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other appropriate duties as may be required by the Line Manager within the grading level of the post and the competence of the post holder.

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE

TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of  fully managed staff:
None

Number of partially managed staff:
None

PERSON SPECIFICATION
JOB TITLE:

Tutor (Part Time)




POST NO:
DEPARTMENT:

Adult Learning Lewisham


GRADE: CEL
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.
If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equal Opportunities

1.
Commitment to implement the Council’s Equal Opportunities policies


2.
Awareness of Equal Opportunities issues
S
Education/Qualifications/Training

3.
1 year’s minimum experience in teaching adults
S
4.
1 year’s minimum experience in subject area
S
5.
Hold a recognised Level 4 teaching qualification or be working towards this qualification
S
6.
Hold a recognised Level 4 subject specific qualification according to subject area
S
7.
Hold a level 2 English/Mathematics qualification
S
8.
Hold a recognised IT qualification or demonstrate competence in use of ICT
S
9.
Be committed to Continuous Professional Development and comply with all current
S

statutory requirements

Skills/Knowledge/Experience

10.
To teach a varied programme (according to subject expertise) maintaining a


flexible approach to encompass the diversity of learner needs

11.
To plan, develop and deliver courses effectively including the effective assessing,


monitoring and reviewing of learners’ achievement

12.
A commitment to maintaining and improving teaching standards and ensuring


the relevance of the curriculum to the learners’ lives

13.
Communicates well with a wide range of people at all levels

14.
Knowledge of current developments in subject area
S
15.
Excellent evaluation and record keeping skills

16.
To provide appropriate learner guidance

17.
A commitment to equalities and diversity
S
18.
Have competent IT skills and if relevant have in-depth knowledge of the software
S

relevant to the course

19.
Experience of working as a member of a team and evidence of ability to work effectively
S

alone and with colleagues

20.
Have a proven track record of delivery to a high standard

Personal Qualities

21.
Good time management skills

22.
Reliable, self motivated and flexible

23.
Good organisational skills

24.
Innovative approach to work

25.
Good communication skills

26.
Enthusiastic, approachable and patient

27.
Commitment to e-learning

28.
Willingness to deliver in outreach centres
S
Family Learning

In addition to the above, applicants for Family Learning Posts must also be able to demonstrate the following:

29.
1 year’s minimum experience in teaching and/or working with parents/carers and
S

children together and parenting skills

30.
An awareness or working knowledge of early years and child safety practices, primary
S

and/or secondary child development and schooling

Circumstances

The post holder is required to be flexible in their work pattern. This may involve varying their hours from time to time, some evening and weekend work, and working at different sites around the Borough.

Physical

Generally candidates must meet the standard Lewisham requirements for the post.

Able to attend meetings/site visits in locations both inside and outside of the borough.

Able to use computer, telephone, and read correspondence.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet requirements.
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