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JOB DESCRIPTION
 

BUSINESS DEVELOPMENT 

JOB DESCRIPTION FOR THE POST OF: 	Employment and Skills Lecturer inc. Basic Health   
                                                                       And Safety for the Construction Environment.

REPORTING TO:	                Curriculum Manager / Deputy Director of Business      
                                                                        Development.

GRADE:			 HPL/ Freelance Trainer

LOCATION:                                                    Paddington Green or Willesden Campuses 


________________________________________________________________________________

PURPOSE OF JOB:	

Within the context of the College’s commitment to providing quality education for all, to teach and contribute to the Employment and Skills Provision of the faculty and department, the post-holder will be responsible for:-

(i)	Teaching and tutoring duties.
(ii)	Curriculum development.
(iii)	Programme administration.
(iv)       Support to the curriculum manager.
(v)        Aid in the development and implementation of a range of sector-based work academies
            Programmes for the unemployed and programmes for the employed.



MAIN DUTIES AND RESPONSIBILITIES

TEACHING AND CURRICULUM 

1. To teach basic Health and Safety for the construction environment, together with employability skills, and actively participate in the activities of the course/programme teams.

2. To contribute to the planning and preparation of the learning programmes in the subject(s) and associated subjects (as detailed in section ‘Specific Responsibilities’ ) to College and Department standards, by:

· Planning for effective learning, by completing structured, coherent and sufficiently detailed schemes of work, lesson plans and class learner profiles.

· Preparing appropriate resources (e.g. giving prior notice to technicians and Learning Support Assistants of equipment/materials/software required for the class, preparing handouts, etc.)

3. To deliver effective programmes of learning, through efficient classroom management, including:

· conducting initial assessments and contributing to the induction of learners

· promoting learning in a stimulating context

· ensuring all classroom activities are conducted in a safe manner with appropriate use of safety equipment/clothing

· implementation of strategies for managing student attendance and lateness

4. To act as a Course Team Leader for one or more courses if required

5. To act as an Assessor and/or Internal Verifier if so required and achieve the appropriate accreditation, if necessary.

6. To contribute to relevant curriculum review and development activities as required, such as

· updating and adjusting the course offer, including income-generating courses, in the light of local, regional and national needs, awarding body requirements, researching relevant training needs and appropriate performance indicators

· developing new materials and delivery methods suited to the purpose, including the development, if required, of materials for a variety of learning environments

· contributing to the review of learning programmes through the Quality Assessment Framework and support the implementation of outcomes to ensure continuous improvement

· Contributing to the development of the Department's Self-Assessment Report.

ADMINISTRATION 

1. To maintain records on student progression and performance in order to update course review and evaluate data in the course files.

2. To undertake administrative duties associated with allocated learning programmes or as may otherwise be required, for example, in relation to the recruitment, enrolment, tutoring, attendance, support and achievement of students. 

This includes:
· maintaining accurate and up-to-date registers

· ensuring that students are enrolled

· maintaining accurate and up-to-date tracking records

· making appropriate referrals to College services

· reporting to the curriculum manager/ Project coordinator about non-attendances

· Referring matters to the curriculum manager/ Project coordinator for inclusion in the Course Log 

· registering students for external awards as required, contributing to course reviews



LIAISON AND MONITORING 

1. To liaise, from time to time as necessary, with parents, guardians, employers, awarding bodies, schools and other organisations to enable the learning requirements of students to be met effectively.  Undertake course programme/publicity and promotion, validation and quality assurance when required.

2. To undertake monitoring and assessment of students’ and clients’ progress and maintain up-to-date and accurate records in line with College internal verification procedures and examining body standards by:

· Establishing action plans, setting assignments and/or homework as appropriate and required by the Course Team.
· Following the College Charter commitment that all work is marked and appropriate feedback given within 15 working days. 

3. To provide a high standard of academic, pastoral and personal support for students and clients, including the provision of induction for students, acting as course/personal tutor if required, to ensure the best possible satisfaction, attendance and achievement levels, following up absences and poor behavior/class work to identify any causes, and referring to specialist support as necessary. 

4. Generate individual learning plans (ILPs) for the students you teach, 
            based on a rigorous initial assessment.

5. Monitor students’ learning and record individual achievements using the ILP format, as well as gather supporting evidence and review, adapt or extend the ILPs as necessary.

EMPLOYER ENGAGEMENT

1. To participate in employer engagement as required.

2. To undertake work with employers as required.

3. To liaise with staff across the Department to identify opportunities for income generation and employer engagement.

PROFESSIONAL UPDATING 

1. To update commercial understanding and academic and educational practice by visiting relevant organisations, attending courses, conferences and other appropriate training. This includes participation in performance review and in-service training based on assessment of individual and service needs

2.  To participate in the College Quality Assurance Processes, including appraisals and lesson observations

GENERAL CONDITIONS/HEALTH AND SAFTEY/DATA PROTECTION

1. To undertake other duties as requested by the Director of the Department 
      Commensurate with the post of Lecturer

2.  To ensure that due care and attention is given to the requirements of 
      Health and safety legislation recommends remedial action when 
      Necessary.

3. To comply with and adhere to all college data protection systems and
      Procedures.

4.  To comply with and adhere to the college safeguarding policy and 
            Procedures.

5.  To comply with and adhere to the college's equality and diversity policies 
      And procedures.


To participate in employer engagement as required.

This job description is correct as at the date shown above. In consultation with the post holder, it is subject to variation to reflect or anticipate changes in the post's requirements. The post holder may be required to work at other locations.

AM November 2020.



PERSON SPECIFICATION: 	Employment and Skills Lecturer in Business Development 

ESSENTIAL:
1. Level 4 or 5 qualification or equivalent

2. GCSE’S grades A-C in Maths and English or equivalent

3. Level 3 Teaching Qualification

4. Experience of providing information, advice, and guidance services to adults and young people

5. Experience of working with students on a 1:1 basis to create an Employability/Careers action plan

6. Experience of dealing directly with members of the public, referral agencies, employers and able to display evidence of providing first class customer care skills

7. Experience of working in partnership with external agencies to place individuals into paid employment.

8. Experience of teaching employability qualifications with a track record of success

9. Experience of assessing employability qualifications and supporting and maintaining the quality assurance process

10. Knowledge of the current job market and the issues around gaining and sustaining paid employment

11. Knowledge of Further and Higher Education

12. Excellent level of IT skills including the use of Word, Excel, PowerPoint, Access, Internet

13. Capable of meeting deadlines and balancing competing priorities

14. The ability to assess written information in order to determine an outcome within stipulated regulations

15. The ability to input data accurately and quickly into a management information system and maintain accurate records through manual filing and computerised databases

16. The ability to work in a flexible, collaborative in a proactive manner, as part of a team with tact and diplomacy

17. Good organisational and administrative skills

18. Ability to maintain standards and good management of clients, referral agencies and employers

19. Enthusiastic and able to inspire students and clients

20. Prepared to participate in new developments and contribute professional advice

21. To have an understanding of, and commitment to Equal Opportunities in practice.

22. In addition to candidates ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 

· Motivation to work with children and young people;   

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;   

· Emotional resilience in working with challenging behaviours; 

DESIRABLE:


1. Assessors award or willingness to achieve within one year
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