	Post Title
	Vocational Tutor (Generic)

	JE Reference 
	W249
	Grade 
	E+
	SCP Range
	26 - 28


Reporting line:




Job Purpose:

To establish an appropriately accredited course(s) within the set discipline that will offer qualifications displaying the progression in learning made by each student e.g. Level 1 and Level 2 NVQ. 

To teach the programme of study relating to the qualifications being targeted in a manner that differentiates the delivery and content according to the ability and interests of the students. 

To engage the students in such a way that their enthusiasm and commitment ensure that their engagement transcends all other considerations.  To ensure year on year progression. 

Vocational tutors offer a range of accredited courses that will lead to young people being better placed to access jobs within their chosen discipline.  Key skills will be embedded in the subject disciplines and tutors will therefore take responsibility for securing qualifications in Key Skills as well as qualifications in their subject discipline.  
Relationships:

Accountable to:
Assistant Head of Service, Vocational Education
Accountable for: 
Teaching Assistant
General Contacts:
 Regular interactions will be expected to occur with: Representatives from examination boards, Representatives from local FE colleges, Companies offering workplace training and placement, Officers of the Local Authority.
Key duties and responsibilities:

1. To keep up to date with your own professional development so that you remain compliant with all requirements of legislation and regulation relative to your post. 

2. To offer progression to NVQ Level 2 equivalent within your subject area to all pupils willing and able to take this progressive step. 

3. To ensure that your programmes of study are supported by detailed lesson planning that includes the delegation of certain duties to the Teaching Assistant.  Lesson planning should show long and medium term direction with milestones built in as well as detailed lesson planning for every lesson. 

4. To support the Executive Head to determine future service provision in relation to the delivery of  NVQ’s.

5. To record and maintain records of attendance, progression and achievement for each student who are regularly reviewed with the student and his/her parent/carer. 

6. To secure year on year improvement in the recorded and certificated progress of pupils within your discipline and within the Key Skills areas (Literacy and Numeracy).

7. To manage behaviour within the classroom environment, using agreed techniques to defuse situations involving potentially volatile/ aggressive pupils.

8. To report to parents/carers on the progress that their child is making relative to successful outcomes that are accredited. 

9. To take to the Senior Management Team of EOTAS a summative report at the year end that reflects the gains made by all students taught by you regularly during that academic year. 

10. To undertake such duties commensurate with the seniority of your post as may be reasonably requested of you at any time by your direct line manager.  These may be placed in any part of the EOTAS Service. 
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	POST TITLE
	GRADE

	Vocational Tutor (Generic)
	E+


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Substantial experience of working in the area of vocational education specified for this post
	· Prior work within a non-educational ‘working’ environment

· Work with young people disengaged with education
	A, I

	SKILLS AND ABILITIES
	· Highly developed people skills and a willingness to learn

· Ability to teach Level 1 and Level 2 NVQ courses or equivalent within the area of this post 

· Highly developed negotiation and persuasive skills

· Ability to communicate complex information to a number of different audiences.
	· Working experience within Connexions or a similar service
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Specific skills accredited to NVQ Level 3 or equivalent within the focus of this post

· GCSE in English and Maths
	· NVQ Approved Instructor
	A, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement
	· Full driving licence 

· Evidence of own continuous personal and professional development


	A, I, C

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users
	· Evidence of having completed training in  equality and diversity awareness
	A,I

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Assistant Head of Service – Vocational Education  
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Teaching Assistant












