HEREFORDSHIRE AND LUDLOW COLLEGE 

Job Description and Person Specification

FACULTY OF COMMUNITY STUDIES

HOURLY PAID TUTOR – HEALTH AND SOCIAL CARE
RESPONSIBLE TO – Curriculum Team Leader 

JOB SCOPE AND PURPOSE
To develop the HSC provision with the existing team into a high quality, prestigious learning and development centre of excellence.

To be responsible for the teaching and learning of HSC as part of the team.
All tutors are required to carry out organisational and administrative duties which will include the preparation of work, marking and assessment, student welfare and counselling. Tutors are required to fully support and participate in school activities which help to achieve the College’s mission and objectives.

HLC is committed to safeguarding and promotes the welfare of all learners and expects all staff to share this commitment.
MAIN DUTIES AND RESPONSIBILITIES
This job description is not intended to be a full account of all aspects of the post.  A flexible approach to the duties and responsibilities outlined below is required as change may be necessary within the scope of the post.
Responsibilities to include:
Teaching and Learning
· To undertake teaching duties as directed by the Curriculum Team Leader

· To undertake the necessary preparation and marking, associated with assigned teaching duties

· To report on the progress of students as necessary

· To maintain schemes of work, for all classes, and a record of work undertaken

· To create a learning environment and assist students/trainees in achieving successful outcomes

· To develop students/trainees knowledge and understanding and assess their competence and application of skills

· To guide and counsel students whenever necessary and to maintain a pastoral care role

· To safeguard learners wellbeing at college, reporting on issues using the Safeguarding and PREVENT college procedures

· To insure equality of opportunity for all students in line with college policy

Organisational and Administrative
· To assist with the organisation and monitoring of the department qualification offer
· To assist the programme leader with the administration of programmes and participate in programme or tutorial support teams

· To prepare learning opportunities and assignments to achieve the required outcomes and meet programme objectives
· To maintain up-to-date records for students attendances in the registers provided, completing all necessary summaries at the end of the course

· To assist with student recruitment and career guidance and counselling

· To act as personal tutor to a group of students
· To maintain subject and course portfolios

· To comply with college policies and procedures, as well as those of external bodies such as awarding organisations e.g. course documentation, course files, assessment, verification and any other associated administration.

· To liaise with external agencies such as awarding organisations in relation to validation and quality assurance of programmes

Curriculum
· To assist with the planning, development and evaluation of a framework for learning

· To assist in the development and evaluation of appropriate and relevant learning materials

· To develop and maintain links with external agencies, such as industry awarding bodies, schools, Chamber of Commerce

· To support students undertaking English and Maths qualifications, in addition to their vocational programme of study within the Catering and Hospitality Department.
· To assist in marketing of our courses

Staff Development
· To participate in skills updating to meet identified institutional, industrial or personal needs

· To participate in the staff appraisal scheme
· To undergo Safeguarding Children training appropriate to this position
· To participate in PREVENT training

Research
· To participate in the development of research and /or consultancy contracts to meet agreed objectives of benefit to the college
Health and Safety
· To maintain a safe working environment in both the restaurant and kitchen, ensuring that any areas of specific risk are assessed and adequately controlled
· To recognise and adhere to all relevant health and safety policies and procedures

PERSON SPECIFICATION
Essential 
· Current, relevant industry experience within HSC.
· A minimum Level 2 qualification in literacy and numeracy. 
· A level 4 or above qualification in HSC or related field.  
Desirable 
· Recognised teaching qualification or a willingness to work towards a L5 teaching qualification
· Assessor qualification
· Experience of teaching
· A level 2 qualification in IT
· A relevant Degree 
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