Durham County Council – Job Description and Person Specification

Children & Adult Service
1. 
POST TITLE:
  
Sessional Tutor
2. 
POST NUMBER:


3. GRADE:


Grade 8  
4. LOCATION:
Any Council workplace within County Durham

5.         RELEVANT TO THIS POST:

Car User Status:

Casual User
Flexible Working:
The Council’s Flexible Working Hours Policy does apply to this post.  The postholder may be required to work outside of normal hours.

Contract:
Temporary
This post is subject to a Disclosure and Barring Service Certificate 

6. ORGANISATIONAL RELATIONSHIPS
The postholder reports directly to the Learning Delivery Team Leader, Adult Learning & 
Skills Service.
7. DESCRIPTION OF ROLE
To support Durham County Council’s Adult Learning and Skills Service in providing a programme for specified target group, using appropriate methods to promote learning and achievement.  To carry out associated activities related to the preparation, delivery and assessment of learning programmes.  
8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST
Listed below are the responsibilities this role will be primarily responsible for:
  
Pre-course preparation

8.1 To plan a programme against current course specification.

8.2 To provide information to assist in the promotion of the course for advertising, enrolment and for the Course Information Sheet.

8.3 To prepare a scheme of work and make it available to the Line Manager.

8.4 To attend enrolment sessions and provide information and guidance to enable learners to make appropriate course choices.

8.5 To attend induction and staff meetings.

Teaching and Assessment

8.6 To negotiate learning goals with all learners and record on the Learning Agreement Form.

8.7 To assist learners in setting realistic outcomes and record on an Individual Learning Plan.

8.8 To prepare thoroughly for each teaching session, using the Tutor Quality Course File which includes preparing a Session Plan and making use of appropriate resources and teaching materials.

8.9 To teach the course using a variety of relevant methods and approaches to enable and support individual learning styles.

8.10 To recognise and record learner progress, achievement and progression.

8.11 To direct and guide Learning Delivery Assistants where appropriate.

8.12 To ensure equality of opportunity for all learners, by removing barriers to learning, encouraging learner autonomy and taking into account cultural diversity.

8.13 To assess learners and give regular feedback on their progress,

8.14 To undertake mid-term review, summative and end of course evaluations with learners.

8.15 On completion of the course to provide a review of the course to the Learning Delivery & Curriculum Manager.

8.16 To take part in team meetings including standardisation, training and professional updating.

Related Duties

8.17 To work within the ALSS Quality Improvement and Self Assessment arrangements.

8.18 To ensure the Tutor Course File containing Scheme of Work/Session Plans and all records relating to teaching learning and achievement are kept to date.

8.19 To complete course registers accurately and respond to and record action taken for absences.

8.20 To keep records of learners’ destinations.

8.21 To mark assignments promptly.

8.22 To arrive punctually.

8.23 To leave the teaching area in a suitable condition for the next class.

8.24 To take responsibility for the Health and Safety of learners and comply with Health and Safety requirements within the work area and report any concerns to the staff responsible for the site.

8.25 To facilitate access to appropriate accreditation and progression pathways.

8.26 To become acquainted with, work within and promote the Council’s framework of policies and procedures at all times. Key policies include Equalities and Diversity and Health and Safety.

Learner Support

8.27 To provide advice, guidance and assessment before, during and at the end of the course, including information on progression routes.

8.28 To identify individual learning needs and promote all forms of Learner and Learning Support including childcare, learner support funds, arrangements for support of learners with disabilities.

8.29 To contribute to the measures to improve the attendance retention and achievement rates of learners on the course. 
9.  
GENERAL
The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and competence of the post as directed by the Head of Service.

10. 
COMMON DUTIES AND RESPONSIBILITIES

10.1
Quality Assurance 

To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

10.2
Professional Practice 

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of it’s service to internal and external customers.
10.3
Health and Safety 
To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.
10.4
General Management 
To provide vision to staff within the post holder's team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

10.5
Financial Management 
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

10.6
Appraisal 

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
10.7
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.


These policies apply to all employees of Durham County Council.

10.8
Confidentiality 

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.
10.9
Induction 
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

DURHAM COUNTY COUNCIL

Children & Adult Service / Regeneration & Economic Development Service 
PERSON SPECIFICATION – Sessional Tutor
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· A full teaching qualification (DTLLS, Certificate in Education, PGCE or equivalent).

· Minimum Level 3 qualification in the related area of teaching (Maths and English require a minimum Level 4 / Level 5 Subject specification.)
	· Level 2 ICT Qualification 
	· Application form

· Selection Process

· Pre-employment checks

	Experience
	· Experience of teaching or working with learners within the subject area specified.

· Experience in effective course planning, individual learning planning, assessment and delivery, using appropriate materials and resources.
· Active commitment to equality of access, opportunity and outcomes.
	· Working within adult programmes delivering Skills for Life training programmes

· Recent experience in the field of training
	· Application form

· Selection Process

· Pre-employment checks

	Skills/knowledge
	· Effective verbal and communication skills enabling you to deliver a topic to a group of people within agreed learning objectives.

· Accurate written skills enabling you to produce schemes of work, session plans, course materials and learner documentation.

· Ability to facilitate learning with groups and individuals, using a variety of teaching techniques 

and resources.

· Effective interaction with people (individuals and groups) through highly developed inter-personal

skills.

· Ability to motivate self and others.

· Ability to provide pre/on course and progression information and advice.

· Ability to assess work, give appropriate feedback and record individual progress.

· Manage the various demands in Adult Education of individual courses, the programme objectives and administrative requirements
· Ability to promote lifelong learning

· Competent in the use of ICT

· Current full driving license with daily access to a vehicle or mobility support
· Excellent interpersonal skills, including the ability to related effectively to a wide range audience


	· Quality Assurance Systems

· Knowledge of Government skills  strategy and its implications

· Ability to design, promote and deliver individual training programmes/ packages to a range of abilities

· Ability to liaise effectively with employers, external parties and contracting bodies


	· Application form

· Selection Process

· Pre-employment checks

	Personal Qualities
	· Ability to demonstrate a flexible, proactive approach to duties and working hours to meet deadlines or occasional evening and weekends
· Ability to communicate effectively both orally and in written format

· Demonstrate an awareness and understanding of issues facing learners providing appropriate levels of support

· Ability to work effectively as part of a team maintaining high levels of integrity and discretion

· Demonstrate a proactive approach to Health & Safety in the workplace

· Ability to work under own initiative

· Willingness to undertake continuous professional development

· Appreciation of Equality and Diversity
	
	· Application form

· Selection Process

· Pre-employment checks
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