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SWANN Training Services

Swann House

387 Hollywood Road, Belfast, BT4 2LS    

Tel (028) 90473000  

swannisgo@yahoo.co.uk
Job Description:


Tutors/Teachers/Assessors
Location



Various Sites
Responsible to:


Board of Directors and Centre Manager
Reports to:



Operations Manager

Job Purpose:
To prepare, deliver, assess and evaluate Vocational and/or Employability and/or Personal & Social Development Qualifications to the specified standard required by STS and the Awarding Organisations. 

Key Results Areas

Teaching and Learning

1. Complete Initial Assessment with all learners in order to identify individual learning needs as key elements in the development of Personal Training Plans (PTPs).

2. Create a flexible, adaptable and creative learning course to engage and stimulate learners to attain and progress. 
3. Prepare schemes of work, create appropriate resources and session plans for the specific qualification ensuring that creative flexible and adaptable learning sequences are provided within lessons at all times. 

4. Use a range and variety of teaching methods to ensure the teaching and learning within the course matches both the learning objectives, the needs of the framework and the needs of the individual learner to maximise opportunities for achievement. 

5. Work with the individual learner to set goals which challenge and stretch learners of all abilities and backgrounds assisting each learner to continue to progress and improve attainment demonstrating a clear commitment to progression through the levels and into employment, FE or HE 

6. Manage classes effectively providing learners with appropriate levels of support, advice and guidance during the delivery of the programme.
7. Create a positive, orderly and stimulating classroom environment where learners are challenged and expected to give of their best.

8. On attainment of current level of learning identify potential progression and/or exit routes for individual learners and provide appropriate advice, guidance and referral. 
9. Participate in ETI inspections, internal quality audits and peer assessment as required by STS ensuring that the evaluation and quality assurance processes and procedures of the programme in relation to the teaching and learning are adhered to at all times 

10. Implement an effective system for the on-going assessment and review of learners’ progress giving regular feedback both orally and through accurate tracking, marking and assessment. 

11. Implement teaching, learning and assessment schedules for qualifications to ensure learners are ready for external assessment within the required timescales.

12. Afford all learners the opportunity for one-to-one discussion, offering guidance, support and direction where required

13. Ensure all personal training plans are reviewed/updated in accordance with DfE guidelines and encourage the individual learner to take a responsible and conscientious attitude to their own work, guiding learners to reflect on their learning experiences and their future learning choices. 

Assessments 

1. To establish and maintain an assessment system from assessment planning to recording assessment decisions against qualifications and/or assessments
2. To assess evidence of learner competence/capability against vocational


qualifications and/or standards, assessment criteria or mark schemes
3. Ensure that learners’ evidence is valid, authentic and sufficient
4. Maintain accurate and verifiable learner assessment and achievement records in line with STS and awarding body requirements
5. Ensure that learners are assessed only after they have been registered with the awarding body.
6. Assessments to be carried out in line with STS assessment and internal quality assurance policy.
Administration

1. Ensure that administrative processes relating to the learner and class delivery are undertaken in an accurate and timely manner including registration, recording learner attendance at lessons, withdrawal, transfer and completion of learners and entrance for examinations and accreditation 

2. Participate in the promotion of the Essential Skills programme for the specific subject area 

3. Work in conjunction with vocational tutors and/or support workers to maximise milestones set out in individual PTP
4. Be involved in course evaluation, standardisation and internal verification activities

5. Carry out ongoing self-evaluation processes that is rigorous and enables you to be critically reflective on your practice to improve the standards of delivery and the achievements of learners. 
6. Provide Centre Manager and/or SMT an annual self-evaluation report that includes the timely use of data in relation to Retention, Achievement and Progression and a detailed development plan to form part of the company’s IQ:RS report for submission to DfE.
Subject specialism 

1. Advise SMT of changes to qualification delivery related to subject specialist areas making recommendations as to the most appropriate and preferred delivery model in line with awarding bodies’ specifications/curriculum. 

2. Develop and maintain appropriate learning packages and resources for the effective delivery of all programmes

3. Work effectively as a team member collaborating with and providing informal support to other tutors working within STS. 
4. Take responsibility for maintaining and updating own subject area specialism and teaching skills including through approved curriculum and staff development events. 

General 

1. Hold or be working towards the appropriate teaching qualification/s as required by STS and stipulated by the Department for the Economy (DfE).

2. Hold appropriate occupational qualifications as stipulated by the awarding body  

3. Attend staff meetings and continuing professional development events as required by STS 

4. Contribute to the development of SWANN Training Services programmes to extend and enrich learning opportunities for those learners within the company’s contract areas

5. Contribute to the effective promotion and marketing of all the company’s services to potential learners, employers, community and educational representatives and sectoral bodies.

6. Contribute, as part of a team, to sourcing learners work placements, attending career seminars and undertaking educational visits

7. Liaise with other training providers and/or outside agencies as required.

8. Participate actively in supporting the principles and practices of equality of opportunity as laid down in the STS Equal Opportunities Policy 

9. Ensure the Health and Safety of the learners at all times and ensure learners are informed of the practices and procedures of the location where the teaching takes place.

10. Retain direct supervisory responsibility for learners in classes at all times 
11. Comply with company disciplinary procedures and ensure all learners adhere to the rules and regulations.

KEY RESULT AREAS

1. Achievement of qualifications ( Key Performance Indicators (KPIs))

2. Preparation and implementation of schemes of work and lesson plans for relevant teaching programmes

3. Development, maintenance and updating of appropriate training materials and resources in a cost-effective manner

4. Effective assessment, review and administration systems. 

5. Contribution to the effective promotion and marketing of all company services

6. Implementation and operation of all company policies and procedures.

	All staff have an obligation to comply with the statutory duties relating to Section 75 of the Northern Ireland Act 1998 and will be required to contribute to the implementation of the STS’s Equality Scheme drawn up in accordance with this legislation.
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