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	Job Description




	Job Title:
	Adult Learning Tutor

	Reports to:
	Learn and Train Manager

	Location:
	Locations across Cambridge City

	Hours:
	To be agreed, pro rota to full time 35 hours

	Grade:
	Salary Range Points 24 – 27 (Qualified) £31,401-£34,062  

	Role summary:

To plan and deliver a structured, high quality adult learning programme(s) for adult learners, which takes account of the learners and their individual needs, interests, skills and aptitudes.

Ensure that the adult learning programmes(s) being delivered meet the required vocational/ curriculum requirements as agreed by the relevant examination bodies or through the RARPA process.
Principal Accountabilities

1. Programme and Curriculum Delivery                                                       

Plan and deliver structured, high quality adult learning programme(s) using a variety of teaching methodology and learning resources to promote inclusive learning and encourage learner involvement in the achievement of learning outcomes.

Ensure initial and on-going assessment is undertaken with learners, so that an assessment can be made of their progress, an individual learning programme can be developed and learning objectives are recorded and achieved.

2. Programme and Curriculum Development                                              
Attend a minimum of 2 curriculum support meetings per year and contribute to the self assessment and development processes within the curriculum area.

Develop strategies to improve retention within the programme(s) and achievement of learning objectives.

3. Management Information/ Quality Assurance                                 
Provide documentary evidence for self-assessment, inspection and audit requirements to demonstrate compliance with quality standards, funding requirements and learner entitlements. 

Participate and support the Senior management team in preparation for any internal or external inspection of the service.

4. Health & Safety                                                                                            
Ensure the health and safety of service users and staff, and ensure all courses achieve the County Council’s Health and Safety Policy and POVA.

5. Staff Co-ordination                                                                                      
Co-ordinate and support adult learning support staff within designated adult learning programmes to ensure that they discharge their duties to a high standard to meet adult learners’ needs. 

6.Personal Development                                                                                  
To attend supervision meetings and annual appraisals as outlined in the Provider’s Performance Management policies and procedures. Attend and contribute to a minimum of one staff meeting per year and training courses as required

Please note: - The post holder may also be required to perform other duties at the request of senior staff on reasonable request.

	Key Skills and competencies

1. Qualifications

Essential 

· Teaching qualification relevant to the teaching of adults. 

· NVQ Level 3 subject qualification or equivalent

For Literacy and Numeracy tutors only:

Must have Level 4 (old qual.)  or new Level 5 qualification to teach literacy or numeracy.

Level 3 if teaching embedded literacy or numeracy.

Desirable:

· NVQ Level 2 in English and Maths or equivalent

· Assessor qualification

2.  Knowledge and Experience
Essential:

· Current knowledge of curriculum/ subject area and an understanding of the syllabus and assessment requirements for the programme(s).

· Demonstrable understanding and commitment to equal opportunities and the ability to use this knowledge in adult learning practice.

· Ability to identify and challenge discrimination and discriminatory behaviour, taking appropriate actions as necessary.

· Substantial experience of leading in the design, implementation and evaluation of high quality adult learning programmes.

· Knowledge of Health and Safety management.
3.
Other Skills Required for Role
Essential: 

· Proven ability to communicate

at all levels both verbally and in writing.

· Able to develop, motivate and assess and provide constructive feedback to adult learners. 

· Substantial experience of planning, monitoring, evaluating the learning process. 

· Able to work/ travel to a variety of locations within the county.

· Willingness to undertake relevant professional development.
Desirable:

Ability to use technology within the classroom and the preparation of materials
4. 
Leadership/Management skills.
· Assume responsibilities as agreed with the Learn and Train Manager.

This job description sets out the key outcomes required.  It does not specify in detail the activities required to achieve these outcomes.  This job description will be reviewed annually and may be amended to meet the changing needs of the Academies.




The Federation is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment
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