ROLE DESCRIPTION


Post: Sector/Section:
Grade and Salary Range: Full Time/Pro-rata:
Fixed term/Permanent: Line Manager: Location:

Childcare Tutor (Assessor)

Health, Childcare Care and Public Services

Scale 6, SCP 26-28, 
Part-time 0.7
Permanent
Head of Curriculum  - Joanne Cherrie
Based at Woodbury Centre, with delivery and
assessment in the workplace and within the curriculum area.



Hours of Work:


Purpose and Objectives of Role:





Specific duties of the role:

26 hours per week to be timetabled as required. This may include evening and/or weekend work
To provide high-quality delivery and assessment on full-time and part-time programmes.
Further Education is continually developing and the
rate of change is unlikely to slow down. You must therefore be flexible to take on changing responsibilities


1. Ensure high standards of delivery and assessment across both the full-time and part­ time courses. Assessment will include the assessment of occupational competence within the workplace environment

2. Support recruitment and enrolment of learners.

3. Undertake induction, initial assessment, structured and regular observations and assessments which support learners to achieve their planned outcomes and gain their qualification within set timescales for completion.

4. Contribute to the sourcing and vetting of work placements as required

5. Prepare appropriate learning and assessment materials to meet learner needs including effective use of e-learning technology

6. Plan, prepare, deliver, assess and evaluate sessions of training and development to meet the requirements of full and part-time provision.

7. Undertake ongoing high-quality formative and summative assessment of learners' work

8. Achieve agreed retention and achievement targets and monitor progress towards these to ensure performance targets are met

9. Prepare and deliver schemes of work/lesson plans/individual assessment and action plans as appropriate

10. Complete all associated administrative paperwork and duties accurately and timely to meet quality, funding and audit standards. This includes the marking of registers, the registering of learners and the timely claiming of completed achievement

11. Undertake internal verification where required at regular intervals (subject to holding relevant qualification) work with the Lead Internal Verifier and attend team and standardisation meetings

12. Ensure that employers fully understand the training programmes(s) and are actively involved in the assessment process.
13. Track and monitor learner progress throughout the qualification, provide regular feedback to management and learners.

14. Ensure IQA is carried out at regular intervals and that learner portfolios are accurate, complete and available for IQA and EQA

15. Attend all meetings of course teams and appropriate staff development as required

16. Contribute to the area SAR and Continuous Improvement Plan

17. Generate new business and business links, and participate in promotional activities including careers events, open days and exhibitions where the college is represented

18. Respond to new curriculum developments and plan resources as appropriate

19. Maintain a high level of occupational competence through continuous professional development and keep up to date with current developments relating to T Levels, vocational qualifications, internal and external verification requirements

20. Ensure adherence to College and Awarding Bodies policies and quality processes and conduct all aspects of the role in a professional manner

21. Carry out other such duties as may be determined by the Line Manager from time to time within the general scope of the post

22. You will be required to undertake Lecturing duties for up to 25% of the role.
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	ROLE RESPONSIBILITIES

Operations/Decision Making
	
	Job Evaluation Reference (for office
use only

	Resources
Responsibility for People
· Plan cycle of work in line with specific duties detailed and in line with Line Manager
Responsibility for Equipment/Materials/Health &
	
	

	Safety/Accommodation
· Maintain safe working practices and undertake any specific duties allocated to you under the College Health & Safety Policies and Procedures
· Be responsible for promoting and safeguarding the welfare of all learners for whom you have responsibility or with whom you
come into contact.

Contact and Relationships
Internal
· All College staff and students
· Work as a member of the team to provide the best possible experience for learners

External
· Ensure commitment to customer care at all times
· To maintain and develop a full and co-operative relationship with all establishments to the benefit of learners, employers and
Bury College
· Meet with the requirements of funding bodies
· Meet with the requirements of members of the public, suppliers and visitors to the College

Information/Co-ordination
· Maintain confidentiality
· Ensure compliance with Data Protection Act 1998
· Ensure compliance with the Computer Misuse Act 1990
Self and Professional development
· Participate in Staff Review and take opportunities for Self Development

Quality/Equality of Opportunity
· Meet quality standards set in the Service area
· Take responsibility for continuous improvement in area of responsibility
· Ensure compliance with the Bury College Single Equality Policy
	
	



	Person Specification: Trainer/Assessor

QUALIFICATIONS
· Assessor Award
· Appropriate professional qualification e.g. Level 3 in relevant occupational specialism
· General standard of education including Maths and English Grade A*-C (or equivalent) or Level 2 Literacy and
Numeracy
· Verifier Award (or willingness to work towards)
EXPERIENCE
· Recent industrial experience (last 3 years) in a relevant occupational setting
· Experience of delivering Adult Responsive programmes, with high levels of success
· Experience of developing effective learning and assessment materials, learner action plans and monitoring systems
· Completing all associated paperwork and duties to a professional and high standard
· Recruitment and enrolment of learners
· Tracking, monitoring and providing feedback on learner progress to management and learners
· Lead Internal Verifier role (if required)
· Experience of meeting individual learner needs
· Experience of sourcing and vetting work placements
KNOWLEDGE/SKILLS/ABILITIES (Competencies}
· Knowledge of the relevant occupational standards and current industrial practices
· Ability to differentiate learning to meet individual needs
· Ability to prepare a range of engaging teaching and learning materials
· The ability to deliver excellent teaching and learning to a range of learners
· The ability to make effective us of ILT in delivery and assessment
· Ability to organise a diverse workload effectively within set timescales to meet targets and deadlines
· Ability to work flexible hours
· Excellent administrative and co-ordination skills and ability to monitor learner progress
· Ability to develop effective working relationships at all levels
· Ability to maintain confidentiality
· Understanding of Health & Safety, Equal Opportunities and Safeguarding
· Excellent interpersonal and communication skills
· Adaptability, resourcefulness and ability to work on own initiative and as a member of a team

PERSONAL QUALITIES
· Commitment to promoting and supporting learning and achievement for young people and adults
· Positive role model to learners; delivers and expects high standards
· Friendly, enthusiastic and innovative approach
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	· Committed, reliable flexible and persevering
SPECIAL REQUIREMENTS
· Full driving license and use of a car
· Willingness to travel across the GM region and work unsociable hours
	E
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