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PEMBROKESHIRE COUNTY COUNCIL

JOB DESCRIPTION

	JOB TITLE:
	Part time Essential Skills Tutor
	POST REF:

	DIVISION:
	Children and Schools 
	GRADE: 

	DIRECTORATE:
	Performance and Community
	

	RESPONSIBLE TO:
	Lifelong Learning Area Co-ordinator via Essential Skills
 co-ordinator
	


	JOB PURPOSE:

· To  plan, organise and deliver quality learning in Literacy /Numeracy
PRINCIPAL RESPONSIBILITIES:

· To assist in initial interviewing / assessing of learners

· To prepare Personal Statements of learning for learners 
· To plan and deliver Literacy courses (linked to the Adult curriculum and learners’ needs)

· To review and assist learners to evaluate their progress

· To maintain records of learners’ progress

· To maintain a teaching file which will include a scheme of work and lesson plans

· Prepare learners for accreditation 
· Ability to assist learners produce good quality portfolios, including completion of relevant documentation

· To deliver both daytime and evening classes at various Community Learning Centres and outreach locations
· To complete registers, returns etc. as requested

· To report for duty a quarter of an hour before the class commences
· To request and ensure that the necessary resources are available for learning to take place
· To check that the class venue is in order a the end of the session 
· To attend staff training and meetings and participate in team events
· To engage in personal professional development and complete all mandatory training as when required 
· To pay due heed to Health and Safety issues in accordance with the councils policies and procedures 
· To maintain the security of personal data in accordance with the Data Protection Act 2018
· To carry out relevant duties as requested by the line manager



	PERSON SPECIFICATION
· Adult Teaching qualification and /or Level 3 or Level 4 Essentials Skills Practitioner
· Experience in teaching Adult Literacy /Numeracy
· Qualifications and experience delivering ESOL would be an advantage

· Knowledge of the examinations procedures and accreditation
· Prepared to work a flexible timetable including unsociable hours

· Prepared to work at a number of different centres

· Ability to work  as a member of a team

· Excellent communication skills, written and verbal

· An ability to drive would be desirable
· Welsh speaker or commitment to learn 


