[image: HARTLEPOOL GENERIC HEADER]

JOB DESCRIPTION

REGENERATION & NEIGHBOURHOODS



JOB TITLE:	ADULT EDUCATION TUTOR/ASSESSOR

DIVISION:	COMMUNITY SERVICES

GRADE:			BAND 10 

RESPONSIBLE TO:	CURRICULUM  MANAGER   

POST REFERENCE: 	SR-101607


Purpose of Post


1. To be accountable for maintaining a caseload of learners both in and outside of the service, and for ensuring the delivering of training progress meets the requirements of the appropriate funding body, awarding body and the service. 
2. To deliver training and assessment on a range of qualifications together with underpinning knowledge. Delivery involves producing schemes of work, lesson plans, learning materials and assessment plans, and any other related activities that impact on learning effectiveness. 


Key Relationships

1. To work co-operatively with other members of the curriculum team

2. To work co-operatively with management and administration staff

3. To respond appropriately to potential students and other members of the public or outside agencies




Main Duties and Responsibilities


1. To assist in the recruitment, selection, admission and education of students.

2. Developing and reviewing Individual Learning Plans (ILPs). 

3. To support students in achieving their learning goals through: 
· Demonstrating practical applications of vocational programmes. 
· Conducting work-based observations and assessments. 
· Adapting/developing appropriate learning materials. 
· Recording and providing feedback to students on progress in their programme of learning. 

4. To provide timely feedback on student progress and achievement. 

5. To contribute to the review and evaluation of curriculum programmes, self-assessment and the implementation of effective quality improvement plans. 

6. To assist with the promotion and marketing of the service. 

7. To share best practice and resources in training, learning and assessment. 

8. To understand and adhere to service Health and Safety policies and guidelines ensuring compliance with statutory legislation and best practice. 

9. To have due regard to, and take appropriate responsibility for the safeguarding and promotion of the welfare of children and/or vulnerable adults and PREVENT. 

10. To uphold British Values, the service values and responsibilities with regard to equality and diversity. 

11. To maintain records of student attendance, retention, achievement and progression.

12. To participate in the Quality assurance procedures as required.

13. To provide a high quality learning experience.

14. To assist in the preparation of the annual Self Assessment report.

15. To ensure all accreditation is carried out according to requirements.

16. To participate in team meetings as required.

17. To maintain and use appropriate resources for the learning experiences.

18. To participate in internal verification procedures as required.

19. Assist admin staff with enrolments of students.

20. Assist in giving advice to students and other staff on curriculum issues.

21. Prepare and complete all relevant assessment and assignments as required by the learning programme

22. Complete all course documentation as required.

23. Maintain a high quality environment for students to learn.

24. Provide statistics to the Learning and Skills Manager or their representative as required.

25. Any other duties of a related nature which might reasonably be required and allocated by the Learning and Skills Manager


Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.


Date:  November 2016


HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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