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JOB DESCRIPTION




	Role
	Progress Tutor

	Line Manager
	Progress and Welfare Team Leader (Academic Progression)

	Salary
	LSO Scale points 1-7 £17,190 – £24,002 (£14,955 – £20,882 Pro-Rata)


  
Working Pattern:	Term-Time Only (38 weeks per year), 36 hrs per week

1. 	Overview

To deliver cross college tutorials on a range of activities at all levels.  To support learners in attaining high levels of attendance and punctuality and to work with learners on a 1-1 basis to develop and encourage successful outcomes. To monitor learner behaviour and where appropriate work with learners and parents to ensure that  College standards are maintained. 

2.	Key Responsibilities

· Deliver group tutorials on a range of subjects to develop learners’ employability skills,  enhance their personal and social development and encourage successful outcomes

· To develop and maintain a close working relationship with support and curriculum staff to plan effective strategies to meet the needs of individual learners
· To maintain an overview of a learner performance including attendance and punctuality, adherence to College standards and any other relevant issues which put a learner at risk of not achieving

3.	Specific Duties


· Support learners in groups with career management and employment skills and in making applications to higher education or further training

· To ensure that learners are engaged with the tutorial programme and all other elements of the programme of study

· To monitor learner behaviour and where appropriate work with learners and parents to ensure that College standards are maintained

· To encourage learners to engage  in enrichment activities including student events, themed weeks and activities related to personal, social and health education

· To support learners on a 1:1 tutorials basis to monitor their academic progress, social development and progression opportunities
· Pro-actively work with learners deemed as “at risk” and provide appropriate support and guidance to assist them to remain on course or transfer effectively to alternative provision

· To facilitate and encourage the learners’ personal and academic growth and progression through planned target setting

· Ensure learners are aware of and make effective use of Learner Voice, Student Union, Enrichment activities and the support available through Student Services

· Provide impartial advice and guidance on education, training opportunities, careers and progression support


4. 	Budget Responsibility 
The post holder is not a budget holder under the College’s accounting systems and is required to observe and comply with the financial regulations of Tameside College at all times.

5.       	Continuing Professional Development
          	The post holder will proactively take part in the College’s Appraisal process and be expected 
               to attend training and continuous professional development events and be responsible for 
               their own professional updating.

6.	Health and Safety
	The post holder will be required:

· To take reasonable care to safeguard their own safety and that of others with whom they work;
· To cooperate with designated officers named by the Governors and/or the Principal and any other designated College manager to enable the College to comply with its obligations under Health and Safety legislation. 
· Not to interfere with or to misuse anything provided in the interests of health and safety or welfare.
· To report immediately any defects in plant, equipment or the working environment

7. 	Equality and Diversity
Tameside College is committed to the provision of equal opportunities.  All employees have a duty to ensure unfair discrimination does not occur and to support the implementation of the College’s Equality policy as appropriate.

8.	Values
Tameside College values are an essential part of the College achieving its core purpose and it is an expectation that these are adopted in daily working. These include:  
· Respect for learners and staff
· Professionalism 
· Excellence in service delivery
· Commitment
· Transparency
 
9.	Safeguarding Children and Vulnerable Adults
Tameside College recognises that it has a statutory and moral duty towards safeguarding the welfare of children, young people and, if appropriate, vulnerable adults who participate in any College activities and expects all staff to share this commitment.

10. 	College Policies and Procedures
Comply with College Policies and Procedures and the Staff Code of Conduct which can be accessed via Learning Box.
Perform such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.

NOTE: The job description is current as at the date of the appointment. In discussion with your line manager your job description may be varied to reflect or anticipate changes in or to the post and you may be required to undertake other duties commensurate with the grade of your post.
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	Qualifications, Experience & Knowledge
	Essential
	Desirable

	1
	Level 4 Qualification
	
	

	2
	Hold or be willing to work towards: Level 2 qualification in literacy and numeracy

	
	

	3
	A broad range of curriculum knowledge/qualification structure eg. BTEC, City & Guilds, NVQ, Apprenticeships 

	
	

	4
	Experience of supporting learners across a range of curriculum areas in an educational environment

	
	

	5
	Experience of the issues facing young people with barriers to their learning (including social, emotional, behavioral)

	
	

	6
	Experience of delivering tutorials across a broad range of subjects

	
	

	7
	Experience of working with outside agencies, schools, parents/carers 

	
	

	8
	Experience of supporting learners with the UCAS process and progression opportunities

	
	

	9
	Experience of target setting and monitoring with learners

	
	

	10
	Knowledge of college MIS systems	

	
	

	11
	A positive “problem solving” approach in dealing with learners.  Ability to communicate a positive impression of the Tutorial element of the Programme of Study to learners and staff

	
	

	12
	Ability to motivate learners with differing abilities and needs

	
	

	13
	Ability to inspire other team members (flexible and enthusiastic team player)

	
	

	14
	Ability to work under pressure and on own initiative 

	
	

	15
	Ability to deal with challenging situations professionally (keep calm in difficult situations)

	
	

	16
	Good negotiating and diplomacy skills in dealing with other college staff, parents/carers and learners

	
	

	17
	Excellent organizational, administrative and prioritization skills (good IT skills)
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