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developing inclusive communities




People Matters (West Yorkshire) CIO
Job Description: Community Learning Tutor

Purpose: 
To create effective and stimulating opportunities for learning through high quality teaching that enables the development and progression of all learners. 

To undertake a range of professional duties that ensures the quality of provision
Learners may have a learning disability and/or a physical disability, and may also present with emotional difficulties, behavioural problems, and/or mental health issues. This will require the tutor to be patient, understanding, empathic, and to work with an approach which puts the learner at the centre of learning. 

Location: The tutor will be deployed across the classroom space at 67B Barkston House and various community settings as agreed. The tutor will have access to facilities at the People Matters’ office as needed. 

Responsible to: Adult Learning Service Coordinator
The Tutor will: 
1 To prepare, maintain and provide course documentation/folders including

· Course information including learning outcomes

· Scheme of work

· Session plans including assessment methods, resource requirements and risk assessments
· Course reviews

2 To provide information and advice to learners, carry out and record initial assessment, monitor progress via use of an individual learning plan and provide appropriate feedback on progress/achievement including RARPA or other assessment methods
3. To use a variety of relevant and differentiated teaching methods and resources to enable and support learning effectively 

4.To plan for and manage the effective contribution of teaching assistants and volunteers

5. To record, monitor and address any points relating to learners’ attendance, retention, progression and withdrawal from courses

6. To collaborate, evaluate and provide information to enable the monitoring of quality and take action to enable its improvement including

- participation in and response to teaching observations


- course evaluations


- participation in team meetings and tutor forum and other CPD opportunities


- learner surveys
7. Promote positive behaviour of learners in line with organisational policies and class ground rules by the use of praise and encouragement, collaborating with teaching assistants where challenging behaviours occur. 

8. Ensure effective practice of equality & diversity, health & safety, safeguarding and data protection policies with all learners including risk mitigation and reporting of incidents
Person Specification 

ESSENTIAL; 
Knowledge/Qualifications
1. Good subject knowledge to a minimum of level 3
2. Teaching qualification or willingness to undertake such a qualification at own behest
Experience:

1. Experience of working with people in groups, community or learning environments

2. Experience of planning  and delivering activity/learning sessions

3. Experience of maintaining records relating to planning, delivery and evaluation of services

Skills: 
1. Ability to actively promote a learning environment conducive to maximising learner knowledge, skills development and equal opportunities

2. Ability to plan and prioritise tasks to effectively meet deadlines and manage the recording and supply of information 

3. Ability to work in ways which value & promote individual choice and demonstrate understanding of the barriers to learning faced by adults, including those with disabilities

4. Ability to communicate clearly and easily at all levels verbally and in writing preparing materials, writing reports, doing basic maths and using ICT. 
5. Ability to  form supportive, professional relationships with learners and maintain an open & welcoming attitude to newcomers
6. Ability to work with limited guidance and collaborate as a member of a team.
7. Ability to work creatively, flexibly and responsively 
8. Ability to review own performance and take action to make positive change

9. Ability to evaluate the signals demonstrating emotions of others and take steps to reduce risks relating to challenging behaviours where necessary 

Personal qualities: 

1. Positive and motivating attitude 

2. Willingness to undertake professional development

3. Commitment to working in ways which promote equal opportunities 

4. Commitment to development and delivery of a high quality learning experience
5. Willingness to work within People Matters’ policies including health and safety, safeguarding and data protection 
6. Willingness to work in different locations and non-standard hours 
DESIRABLE: 
1. A full teaching qualification i.e. PGCE, Cert Ed or DTLLS
2. A subject specialism accredited at level 4 or higher
3. Clean driving license

4. Recent involvement in teaching/training
5. Prior experience of working with people with learning disabilities

