
[image: image3.png]extern

EEEEEEEEEEEEEEEEEEEEE





Part 1:
Job Description 

Part 2:
Person Specification

Title:

Skills Tutor 
Date:

August 2018
Part 1:
Job Description

	Purpose:  To develop and deliver training within the Extern Works project with a focus on results.  The role will include the design and delivery of individual and group training and guidance sessions, ensuring accreditation is adhered to with all relevant external training organisations.  To supervise and support service users as appropriate to their individual needs and requirements.  To establish and maintain professional working relationships with relevant key agencies.
The Extern Works programme supports adults who are considered to be the furthest removed from the labour market and who may come from a disadvantaged background such as those who are homeless, ex-offenders, refugees, individuals with mental health issues and individuals with learning difficulties.

This programme is part financed by the European Social Fund and the Department for The Economy
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2.0
Group:



Extern Northern Ireland
3.0
Directorate: 

 Services Directorate
4.0
Job Group:



PDU & Business Skills
5.0
Responsible To:

Line Manager
6.0
Location:


HMP Maghaberry, 17 Old Road, Lisburn, BT28 2PT
7.0
Hours of Work:

40 standard working hours (including breaks)
8.0
Salary


Grade 5 Salary scale: £21,618 - £27,596 per annum
9.0
Functional 


Extern Works/ Alternative Education
              Responsibility:



10.0
Responsible for:

Service Users
11.0
Direct Reports:   

None
12.0
Budget 

Responsibility: 

To be defined.  

13.0
Key Responsibilities:
Service Users 
· Plan, agree and deliver a training and development service to meet the needs of referred service users.  

· Identify, arrange and record appropriate training opportunities to meet individual needs of service users and provide on-going support and guidance that supports the delivery of the training.

· Provide quality training with a focus on results and individual targets to be achieved.

· Provide support and encouragement to the service users throughout the training placement.

· Monitor the training provided and addresses any issues impacting on the training ensuring all relevant records are completed and updated.

· Participate in the identification of own training needs and demonstrate a willingness to learn, apply new skills and meet new challenges.

· Record all relevant documentation for ESF and all relevant funding bodies.   Reporting all relevant issues to the attention of line management.
· Sign-post service users to additional support services or agencies if required. Completing required referral as required.

Resources

· Plan and manage own workload effectively, using initiative and prioritising accordingly.

· Work with line management to develop and deliver training, ensuring accreditation is maintained with external training organisations.

· Carry out pathways and Star Outcome reviews quarterly with agreement from service users, setting out clear aims and objectives.

· Support and encourage service users throughout the pathways training process within a target driven environment.

· Monitor and record attendance of service users, raising concerns and flagging issues with referrers as required.

· Encouraging full participation in the training pathways of all service 
users, supporting them to address and overcome barriers that may hinder their development.

· Continue to develop and improve own performance through attendance at relevant training courses and through team meetings.

· Ensure service user access and use of any project equipment is managed effectively and appropriately.

· Be responsible for the physical resources within the department.  

· Ensure the procurement guidelines and purchase order process is followed as required. 


· Provide cover for other skills tutor’s if and when required.


Communication (Internal & External)

· Plan and agree a training pathways route for service users according to their individual abilities and aspirations.

· Complete Star Outcome assessments quarterly with each service user.

· Communicate regularly with other Colleagues and any other 
professionals involved in the service users training programme.

· Seek feedback from service users on service provided and deal with informal complaints in accordance with agreed procedures.

· Liaise with Colleagues to identify gaps in the training provision and provide feedback to management.

· Liaise with a wide variety of stakeholders including PBNI, NIPS, Hostel staff, employment and other training agencies as required.

· To assist with external events as required that support achievement of project targets and where appropriate represent the project to a wide range of audiences including open days.

· Contribute to the development and maintenance of joint working arrangements with other agencies.

· Receive, transmit, store and retrieve manual and electronic service user records/information, ensuring accuracy, integrity, comprehensiveness, timeliness and security.

· Ensure any information gained verbally or otherwise by virtue of your position in the organisation is treated sensitively and confidentially.


Health and Safety

Buildings

· Check and assess the compliance of the work placement locations with Health and Safety, insurance cover and other relevant criteria.
People
· Ensure that all relevant policies, procedures and good practices are adhered to at all times. 

· Ensure that the necessary risk assessments are completed, authorised and adhered to.
· Ensure full induction procedure is completed with all service users within your department.
· Seek advice, guidance and adhere to instructions from Line Management.
· Complete appropriate reporting and recording procedures, including induction, training records and time sheets in a timely manner.
· Record and report all incidents and accidents as per policies and procedures.
· Ensure the monitoring and supervision of all clients (including medium/high risk), reporting issues when identified.  
· Ensure own communication with others is always appropriate, clear and concise and maintain the confidentiality of information during the course of work unless by doing so there is a risk to personal safety, and safety of others or in obvious breach of the law.


Reporting
· Prepare and submit reports and feedback for stakeholders.
· Completion of daily timesheets.

Training

· Keeping abreast of current legislation and Extern’s policies and procedures, and attend appropriate training as and when required.
Miscellaneous
· Carry out any other duties reasonably requested by your Line Manager within your competencies.
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PERSON SPECIFICATION

Essential Criteria:

· Possess a minimum of a relevant level three qualification in their specialist subject area. 
· Possess GCSE English and Maths or a minimum of Level Two literacy and numeracy (or willingness to work towards within the first year of employment).
· Minimum of 3 years’ experience in a training role within the last 5 years (this can include working within Apprenticeship Training Programmes).
· Knowledge of the needs of disadvantaged adults in the working age range regarding work and learning.

· Knowledge and experience of assessment and accreditation processes across at least one of the awarding bodies such as OCN, City & Guilds etc.
· Experience of using Microsoft office packages such as Word, Excel, PowerPoint and Outlook.

· Full driving licence and access to a car with motor insurance that stipulates your vehicle can be used in connection with your business.
· Be registered or willing to register with NISCC within 1 month of employment.

Desirable Criteria:
· Experience of working in the Criminal Justice sector and or voluntary sector.
· A1 Assessors Award or equivalent or willingness to work towards
· Possess (or be willing to work too) a Recognised Teaching Qualifications. 
Special Conditions
· Access to car and full driving license with motor insurance that stipulates your vehicle can be used in connection with your business to enable travel throughout Ireland and the UK.
(Please note these driving criteria will be waived in the case of an applicant whose disability prohibits driving but who is able to demonstrate their ability to meet the mobility requirements of the post). 
NOTE
This position is subject to a Enhanced Access NI check. Copies of the relevant policy on the recruitment of ex-offenders as well as the Access NI Code of Practice are available on request. Please note that having a criminal record will not necessarily be a bar to obtaining a position with EXTERN.
EXTERN is an Equal opportunities Employer

Ability to understand and demonstrate commitment to EXTERN’s Equal Opportunities Policy and to ensure all activities are consistent with the Equal Opportunities Policy.  This includes all staff activities and their interface with the service users and the general public.
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