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JOB DESCRIPTION

JOB TITLE:          Tutor 
Step by Step Project
REPORTS TO:     Adult Learning Manager 


DEPARTMENT:  Families, Children and Learning 


SECTION:            Education and Skills 


JIN4496

1.
PURPOSE OF JOB
To plan and deliver literacy, numeracy and ICT skills training for people who are homeless or insecurely housed. To promote the project to stakeholders and evaluate, report on the outcomes and progress participants onto more formal qualifications. 
2.
PRINCIPAL ACCOUNTABILITIES
· To engage with stakeholders to help identify learner needs and to promote the service to the appropriate partner groups in the city.

· To develop and oversee a clear referral process to maximise recruitment and engagement of learners.

· To evaluate and report on the project objectives including learner engagement and progression.

· To provide training and support for housing staff to enable them to identify skills needs and make referrals to the service.

· To teach numeracy and literacy to targeted clients, creating  high-quality and positive learning experience whilst adapting course content and delivery style to meet learner needs in order achieve new skills, and build confidence and self-esteem to aid progression.
· Uphold the services ethos of delivering a high-quality learning experience.  Attend induction, staff meetings, recruitment events, training and staff development, performance review meetings, assessment and moderation events and undertake continuing professional development required to maintain your professional status.


· Design, prepare and manage a structured teaching programme with materials, relevant and appropriate to the student group, including a scheme of work, lesson plans and course information sheet. Assessment, marking and feedback will also form part of the role. 
· Administration management including – registration, timely reporting of issues, concerns, changes or cancellations.

· Pastoral duties including discussing learner outcomes, providing feedback, completing individual learning plans, undertaking evaluation and assessment of learner progress, including evidence of marked work demonstrating achievement and progress. 
· Promote and implement safeguarding and equality and diversity policies ensuring that all students are treated with respect and dignity. Adhere to all council policies and procedures.

GENERAL ACCOUNTABILITIES
· To abide by Brighton & Hove City Council’s policies on Equality & Diversity, Safeguarding and Health & Safety 
· To attend relevant training events and keep up to date with developments in teaching and learning and the Skills for life agenda 

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.

PERSON SPECIFICATION

POST TITLE:          Tutor - Step by Step Project


DIRECTORATE:      Families, children and education 
SECTION:               Skills and Education 
	CRITERIA

	ESSENTIAL CRITERIA


Job Related Education and Qualifications

	 and Knowledge
	· Minimum of level 3 qualifications in Maths and English 
· Understanding of the quality requirements of the Common Inspection Framework

· A thorough knowledge of the national Skills for Life agenda




Experience
	
	· Experience of teaching and working with adults with complex needs such as learning disabilities and mental health problems
· Experience of embedded or contextualised learning
· Experience as a literacy and numeracy tutor and good understanding of the needs and requirements of basic skills learners



	Skills/Abilities


	· Ability to use Microsoft Office to create teaching resources and produce reports

· Skills and ability to work with people who have complex needs such as learning disabilities and mental health problems
· Good communication and people skills
· Ability to develop learning programmes and courses to meet the needs of homeless people, 
· Oral, written, and presentation skills



Equalities 
	
	· To demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy.




Other Requirements
	
	· Ability to travel around the city to deliver training 
· Flexibility to work in a variety of settings (including hostels and day centres)
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