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	Post Title 
	Special Needs Tutor (General FE) 

	Responsible to 
	Quality Manager

	Place of Work 
	Lifeworks College, Dartington 

	Areas of Responsibility 
	General Further Education 

	Direct Reports 
	None

	Hours 
	37.5 hours per week, 52 weeks per annum 
(50 days holiday entitlement per annum)

	Salary 
	T01 £28,645.50 - T06 £41,379.00 per annum (dependent on experience)

	Main Purpose of Job 

	· Deliver sessions in a range of subjects to students with learning disabilities in further education. This will include key areas such as English, Maths and ICT, and ensure learning is delivered at standards expected by awarding bodies, Ofsted, students and families. 
· Be responsible for planning lessons, and supervising/assessing students and support staff. 
· Be responsible for assessing progress and achievement of students
· Develop appropriate teaching techniques and materials which meet new educational initiatives.
· Provide a positive learning environment, supporting the student’s transition from school into FE and onwards towards independence in adult life. 
· Work as part of both an immediate and wider team in a flexible, collaborative manner.
· Contribute to the overall development and promotion of the College, and Charity.

	Role and Responsibilities 

	· To deliver the qualification curriculum and wider extra-curricular activities to students using appropriate teaching techniques to ensure high standards of achievement.
· To act as a personal tutor to students, working at times on a one-to-one basis.
· Prepare delivery materials with a range of assessment methods in line with the syllabus.
· Apply and teach fellow tutors new pedagogy/methods/technologies that can be used in your lessons. 
· To evaluate the effectiveness of learning, identifying and improving where needed. 
· Responsible for tracking of progress, assessment and internal verification. 	Comment by Karen Dorow: @Charley Tanner add one more highlighted in yellow
· To work with the College Leadership Team to manage and allocate LSAs/support staff to appropriate tasks. 
· Set and mark programme work, examinations and assessments.
· Monitor student progress and prepare student reports as required by programme organisers and external administrators.
· Maintain student welfare and discipline, providing guidance and counselling when required, including liaison with parents and other stakeholders
· Support with the assessing and selection of learners.
· Maintain student registers and absence reports in line with departmental requirements and comply with other administrative procedures within the College and wider Charity. 
· To support a full programme of work placements/Supported Internships by supporting portfolio evidence (including online qualifications).
· To work within resource budgets and financial frameworks. 
· To establish and maintain positive relationships with students, families and external agencies.
· To actively participate at staff meetings and undertake training as required.
· To manage off-site activities including extra-curricular (that may be outside of the college day). 
· To develop specialist SOW as required.
· At all times to ensure the highest standards of safeguarding and health and safety for students and staff.
· As well as the above, this post requires the inclusion of all aspects of the DofE’s professional criteria of a classroom tutor.
· Ability to work effectively within a team to achieve the desired objectives
This job description is not exhaustive and may change as the post develops, but any such change will not take place without consultation between the post holder and their manager.  Job descriptions should be reviewed at least annually at the appraisal meeting.
















PERSON SPECIFICATION 
Please ensure that you read the person specification carefully, as this will be used to assess candidates as part of the shortlist and interview process. 
Minimum required standard E = Essential, D = Desirable  
	Criteria 
	E/D
	Assessed at

	Education and Training 

	Hold a Degree in Education or PGCE qualification or relevant qualification
	E
	Application 

	Have a minimum C grade or equivalent in IT.
	D
	Application 

	Hold a range of other relevant certificated training (such as behaviour management). 
	D
	Application 

	Knowledge, Skills and Experience 

	Experienced working as a SEN Tutor in further education or equivalent
	E
	Application/Interview

	Familiar with accredited courses.
	E
	Interview

	Experienced working with learning disabilities and people that have a range of medical, behavioural or therapeutic needs, ideally in an education environment.  
	E
	Application/Interview

	Experienced in monitoring, assessing, recording and reporting on student progress.
	E
	Application/Interview

	Committed to creating a positive learning environment, delivering effective teaching, encouraging independence and enabling growth. 
	E
	Application/Interview

	Proficiently use and integrate technology into your lessons, providing guidance to Learning Support Assistants to enable them to use IT to support learners. 
	E
	Application/Interview

	Knowledge of statutory requirements (i.e., Equal Opportunities, Health & Safety, Safeguarding Children & Adults.
	E
	Application/Interview

	Hold a full driver’s licence and have access to a car.
	D
	Application
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