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	For HRU use only
	Ref: DBS4356


	Directorate
	Children Young People and Learning

	Section/Location
	Employment & Skills – Adult Learning Service

	Post Title
	English Tutor/Assessor

	Permanent/Temp
	Permanent

	Grade
	8

	Responsible to
	Programme Manager

	Responsible for
	Teaching Adult English

	Job Purpose

	1)
To be responsible for the teaching and development of programmes in accordance with Adult Learning Service and National Quality Standards.

2)
To organise access to provision taking into account the needs and demands of the learners.

3)
To design, write and maintain resources.

	Job Content

	a)
To consult and liaise with your line manager and other Adult Learning Service Staff staff.

b)
To be responsible for the enrolment, induction, assessment, course planning and organisation of tuition for learners.

c)
To complete and return all individual learner records in accordance with Alliance requirements.

d)
To teach using a variety of relevant and up to date methods on a group or independent learning basis.

e)
To assess, monitor and record the progress of learners in line with awarding body and Adult Learning Service procedures.

f)
To develop and teach bespoke courses including workplace assessments and support.

h)
To contribute to and attend staff development programmes.

i)
To design, write and maintain learning resources making use of e-learning.

j)
To contribute to the development and delivery of appropriate publicity.



	Job Content (cont’d)

	k)
To develop links with other agencies.

l)
To involve and support other tutors both paid and voluntary, where appropriate.

m)
To attend relevant meetings as required.

n)
To evaluate the programme with learners and report to your Alliance manager.

o)        To provide progression advice and guidance
p)
To undertake such other duties as may reasonably be required


	Performance standards

	1. Comply with Health and Safety requirements and report any concerns to your manager and site staff (where appropriate).

2. Work within and promote North Tyneside Council’s policies and procedures at all times.

3. Work within the Quality Framework of the Adult Learning Service
4. Contribute to meeting the targets of the Adult Learning Alliance to improve the quality of the learning experience for learners and improve retention, success, achievement and progression


	Working conditions

	37 hours a week to be delivered flexibly.  This may include evening and weekend working



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Good personal communication skills

Good organisational skills

IT Skills

Knowledge of Adult National Curriculum

Understanding of the education Inspection Framework and its application in the post compulsory sector.


	Knowledge of recent developments in post compulsory education and training.

.
	Application &

Interview

	Qualifications and Training
	Level 5 or 6 specialist diploma in teaching English to adults. An ability to also teach maths would be an advantage

Level 4/5 teaching qualification.
	
	Application & Certificates

	Experience
	Recent teaching of English in post compulsory sector in a variety of settings e.g. community, college, work place, family learning

Delivery of Functional Skills from Entry Level to Level 2

Support and supervision of volunteers

Writing curriculum or course materials and curriculum development


	
	Application

Interview



	Special Requirements
	Willingness to work outside normal hours when necessary

Must be able to meet the transport requirements of the job, e.g. 

work in outreach centres and programmes during daytime, evening or weekend
	
	Application

Interview





Job Description











Document no: RIRSP002 Rev.1 Page 1 of 2

