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JOB DESCRIPTION

POSITION:     

TUTOR – CHILDREN AND YOUNG PEOPLE
ACCOUNTABLE TO:  
SERVICES MANAGER
· To deliver a range of accredited qualification courses, non-accredited courses, and workshops for a range of learners.
KEY TASKS

1.1
To assist in the recruitment to the qualification/course and undertake learners suitability interviews for accredited courses.

1.2
To produce a Group Profile, Scheme of Work and Lesson Plans in line with awarding body requirements.
1.3
To gather equipment/generate resources required for delivery.

1.4
To complete risk assessments of delivery venues.

1.5
To provide additional support to learners where required, as identified within the learners suitability interviews, ensuring that all learners receive a positive experience during the sessions.
1.6
To undertake an evaluation of each session.

1.7
To ensure all learners’ work is marked, assessed and returned with constructive feedback and within specified period.
1.8
To complete observation(s) of learners in their work placements (qualification dependent).
1.9
To be competent in the use of IT systems including Microsoft, Salesforce and C&G Learning Assistant.
1.10
To gather and share data on learners progress and achievements in line with funding requirements.
1.11
To attend regular Centre and Standardisation meetings.
1.12
To encourage and be supportive of Volunteers assisting with course delivery.
Other Duties

2.1     To be aware of and work within and promote FSN's policies at all time and report any issues of concern.

2.2  To attend supervision, training and meetings as and when required.

2.3
To carry out any other reasonable duties as requested by the Chief Executive

This Job Description outlines the general ways in which it is expected you will meet the overall requirements of this post.

The list of tasks is not an exclusive one and duties may be varied from time to time. This Job Description is subject to regular review.
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