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Job DESCRIPTION: 

This job description is intended as a general indication of the main responsibilities of the job and does not include detailed instruction as to how the tasks are undertaken.

Job TITLE:


TECHNICAL TUTOR
__________________________________________________________________________

LOCATION: 


Monks Ferry





Birkenhead





Wirral





CH41 5LH
__________________________________________________________________________

Main Purpose of JOB:
TO PLAN, DELIVER AND EVALUATE EFFECTIVE AND EFFICIENT 


HIGH QUALITY LEARNING PROGRAMMES


TO PROVIDE MUTUAL SUPPORT TO A SKILLS TEAM IN DELIVERING PROGRAMMES FOR APPRENTICES
___________________________________________________________________________
RESPONSIBILITIES:
OPERATIONS MANAGER.
_________________________________________________________________________

key TASKS
TEACHING, LEARNING and ASSESSMENT 

· to deliver practical AND theory based learning programmes to meet the requirements of the business (The Engineering College) in accordance with the teaching, learning and assessment competences, trade skills and experience required including BTEC programmes at level 3
· to produce 12 week learning plans, up to date schemes of work and session plans and make them available centrally to support the delivery of practical AND theory based learning programmes including BTEC programmes at level 3 

· incorporate within your planning and delivery of learning sessions, the facilitation of Personal Learning and Thinking Styles (PLTS) (and where applicable any other framework requirements)
· Include within your planning and delivery the support to effectively monitor, and maintain  the standards of literacy and numeracy skills appropriate to the individual learners 

· to undertake timely, and accurately recorded ‘marking’ of exams, tests and assessments of learners work, including practical and theory based assignments 

· to maintain up to date, accurate and legible tracking of individual and learner groups progress  using both company (The Engineering College) and learner tracking systems

· to conduct NVQ assessments and functional skills assessment activities (when and if called upon), including ‘on site’ assessments in accordance with Awarding Body requirements and 
· to demonstrate and share good practice where possible

· to meet and exceed where possible the Key Performance Indicators for your role as agreed with your line manager annually

LEARNER REVIEW

In order to ensure that all learners have an up to date and accurate picture of their learning programme, their specific support requirements and progress to date, THE ENGINEERING COLLEGE staff are required to work together to maintain structured Individual Learning Plans and effective Performance Reviews.  In your role you are required to;  
regularly update the learners’ ‘off-the-job’ Learning Plan (Part of the Learners ILP) in conjunction with the learner 

contribute timely information to the individual learners ‘reviewing officer’ to aid a complete and comprehensive Performance Review of the learners progress

be a ‘named tutor’ responsible for an allocated number of learners such that they have a nominated point of contact for their time in the centre, in order to maintain effective pastoral support
carry out where required the effective Performance Review of individual learners 

VERIFICATION 
To carry out Internal Quality Assurance activities in accordance with THE ENGINEERING COLLEGE procedures (It is therefore a requirement of this role that you hold or are following a structured and time-bound development plan to become suitably qualified to carry out this role).  In doing so,
· to ensure that the portfolios of the learners are maintained to the required
The Engineering College standard for the Awarding Bodies

· to ensure that all assessments are undertaken following the standardised

assessment procedure and using the appropriate and current documentation including the use of ‘e-portfolios’
· to maintain all records and work-pieces (if required) from the assessment process

· to provide AND display tracking charts of learner progression within the individual training section and input information in the centralised tracking system

· to prepare relevant information for, and take part in, planned Trade Team meetings as necessary

LEARNER SUPPORT

To provide ‘first line’ academic and pastoral support to individual learners to meet their identified specific needs
To work with other staff and external agencies to deliver specific support to individual learners in accordance with the learners Support Plan 

To refer any learner with suspected or un-identified additional support needs to the appropriate member of staff for advice and guidance
To work individually and within staff teams to provide effective arrangements and appropriate response where required for the Safeguarding of learners 
 TECHNICAL AND ADMINISTRATION including RECRUITMENT
To be technically competent and to ensure that this level of competence is maintained through an on-going awareness of industry and learning sector developments
To work with your manager to identify any required further Continuous Professional Development and specific personal training/coaching appertaining to the particular function of the job holder and to undertake such training as required through commitment to an annual CPD plan 
To work together with colleagues to maintain Health & Safety standards within the Engineering College facility (including for example workshops, classrooms, IT Suites, corridors, canteens, break out rooms and car parks) in accordance with legislative and contractual requirements (Health & Safety Executive, Skills Funding Agency and other contractor and corporate clients) and to maintain appropriate record
To uphold rigorous Health and Safety standards in your own immediate work area/s in accordance and compliance with The Engineering College Health and Safety Policy and the directives of the The Engineering College Health and Safety Committee 

To maintain accurate administration records of learners in accordance with Skills Funding Agency, & other Contractor and corporate client requirements

To provide your line Manager (and other staff or managers where appropriate) on a weekly/monthly/modular basis with the following information;


· details of all learners who have achieved their unit or qualification within the relevant  period

· details of outstanding learner progress reviews and date of rescheduled review if appropriate
· details of poor attendance, punctuality,  disciplinary issues, unsatisfactory attitude to learning, poor performance in individual and company’s of learners

· details of positive improvements, good/best practice and significant successes of learners against individual targets


To ensure that all duties undertaken are conducted in accordance with good housekeeping and the legal and organisational requirements of equal opportunities, health and safety and quality management systems

To attend, by agreement, meetings, functions, and exhibitions, as necessary
To assist in the conduct of interviews of applicants in accordance with requirements

To undertake specific responsibilities, as a Company member working for the successful implementation of the Ofsted Quality Improvement Plans and related Action Plan


To undertake any other duties as deemed necessary by the Management Team
STANDARDS
1. It is the responsibility of each member of staff to maintain confidentiality at all times.

2. Staff must be aware of and adhere to the provisions of the Health & Safety at Work Act and to ensure their own safety and the safety of colleagues and learners. Staff must also be aware of the action to be taken in the event of fire.

3. Staff should be aware of their individual responsibilities under the Company's Equal Opportunities Policy and ensure that they adhere to the provision of the policy.

4. Staff should ensure that their actions support the aim of the Company ensuring that all Children and vulnerable learners are protected from significant harm, abuse and neglect.
5. This job description is not meant to be exhaustive. It describes the main duties and responsibilities of the post. It may be subject to change in the light of developing organizational needs and wherever possible change will follow consultation with the post holder.
Please remember that in addition to the above you may be asked to carry out additional tasks within your capacity, in order to meet the needs of the company.
Within this scope and remit of this role the post holder is expected to:

· Hold the relevant qualifications, have the relevant experience and demonstrate the relevant 
skills / abilities and commitment as outlined in the attached person specification. 

A Job Description is a guide to the duties in a job and is not exhaustive
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Chief Executive








             
 Feb 17
I have read and understand the contents of my revised job description and agree that it forms the basis of my key roles and responsibilities and agree to abide by the contents therein.
I sign in acceptance of the contents of my job description.

Signed

………………………………………………………………………
Print name
………………………………………………………………………
Date

……………………………………
PERSON SPECIFICATION 

	Criteria
	Knowledge & Skills

	
	

	Qualifications and Training
	Appropriate technical skills qualifications for the role

	
	Specific learning sector role qualifications  (Such as A1, PTLS etc appropriate to role) 

	
	IT literate (as ‘e-learning’ becomes increasingly prevalent )

	
	Maintain evidence of continuing professional development

	Experience
	Relevant technical experience beyond apprenticeship level

	
	Effective team working

	
	Partnership working

	
	Engineering and/or manufacturing and/ or maritime sectors

	
	Experience of working in the education / training sectors

	Skills/Abilities
	Able to demonstrate personal drive and effectiveness

	
	Able to motivate people to engage in learning

	
	High Standards of Professional & Ethical behavior

	
	Able to take the initiative 

	
	Able to demonstrate Innovative and creative thinking

	
	Customer Focus (Customer is the employer AND/OR the learner)

	
	Good communication skills.

	Commitment
	To an understanding of and a personal commitment to the vision, goals and values of the  The Engineering College business

	
	To Equality of opportunity

	
	To a Continuous improvement Culture

	
	To focusing on high standards, high performance  and high achievement

	
	To working within an ethos of collective responsibility

	
	To upholding the highest standards of professional conduct and practise.

	
	Displays commitment to the protection and safeguarding of children and young people.

	
	To support, maintain and develop effective relationships with all staff

	
	To carrying out the administrative functions and responsibilities related to the role in a timely and accurate way.

	
	To consistently acting as a role model for others


Key Performance Indicators

	ACtivity
	Target KPI (set and agreed Annually)

	observation of teaching, learning & assessment (otl)
	2

	success rates in unit completions 
	85%

	First time passes (unit exams)
	90%

	learner’s UNIT satisfaction ratings
	at least good

	performance at appraisal
	at least good

	absence from work
	tbc

	AUDIT PERFORMANCE
	AT LEAST GOOD
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