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JOB DESCRIPTION & PERSON SPECIFICATION – CAREER GRADE
	SERVICE AREA:


	Economic Development & Regeneration

	POSITION NO:

	SECTION:


	Hull Training & Adult Education
	GRADES: 5, 6 or 7 


	JOB TITLE:


	Tutor/Assessor  

	DATE PREPARED: November 2021


	EVALUATION DATE:
	18th November 2021
	JE NUMBERS: NC4623


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked After Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	PURPOSE: 
Grade 5: To assist in the delivery of regulated and non-regulated skills training and technical certificates, to appropriate standards, as directed. Assess and review the learner’s progress and maximize the use of resources. Assist with the delivery of quality training to ensure the section meets its retention and achievement targets.
The post holder will be required to underpin teaching and assessment practice by reference to the Education and Training Foundation professional standards and evidence-based teaching and learning
Grade 6, all of the above plus:  To plan, develop and deliver regulated and non-regulated skills training to appropriate standards and embed vocational and functional skills and technical certificates as directed. Observe and assess teaching and learners experience.
Grade 7, all of the above plus: To lead on and develop curriculum plans, manage classroom timetables.  Plan the internal quality assurance (IQA) activities for dedicated provision within their area of responsibility.



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	Grade: 5

	1
	To promote and safeguard the welfare of children, young people and/or vulnerable adults.

	2
	Assist in ensuring that the vocational area provides a high quality and efficient service which meets the needs of learners and makes full and proper use of available resources in accordance with funding body contracts and awarding body requirements.

	3
	With support, develop learners in vocational requirements to ensure their working practices meet with approved standards in order that they gain nationally recognised qualifications and the skills and expertise that will enable them to enhance their employment prospects/social mobility aspirations/goals. 

	4
	Undertake assessment of learners learning outcomes as specified by the relevant awarding bodies and monitor and review learner’s progress, providing support and guidance and referral to agencies as appropriate.

	5
	Assist with the control of resources to ensure all stock and equipment is secure, serviceable and regularly accounted for.

	6
	Assist with the on-boarding of learners and undertake initial assessment to identify additional learning needs and assist in the development and implementation of vocational and non- vocational training.

	7
	Responsible for all aspects of classroom management including discipline, timekeeping, progress and welfare of learners.

	8
	Advise the lead manager for the relevant subject area of any item affecting the smooth running of the vocational area.

	9
	With support, update training records for all learners and ensure these records meet the requirements of examining bodies and the funding bodies.

	10
	Contribute to the yearly cycle of the self-assessment review process via self-evaluation of teaching practice and the development of their own continuous improvement plan in accordance with current Ofsted guidelines (Education Inspection Framework). 

	11
	Responsible for ensuring the application of safeguarding procedures of children, young people and/or adults in accordance with statutory provisions to foster a safe and supportive learning environment. 

	12
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy. 

	Grade 6, all of the above plus:

	13
	Plan, teach, train, supervise and develop learners to ensure their working practices meet with approved standards in order that they gain nationally recognised qualifications and the skills and expertise that will enable them to enhance their employment prospects/social mobility aspirations/goals.

	14 

	Ensure own individual targets are met to ensure that the vocational area provides a high quality and efficient service which meets the needs of learners and makes full and proper use of available resources in accordance with funding body contracts and awarding body requirements.

	15

	Responsible for enabling learners to share responsibility for their own learning and assessment, setting goals that stretch and challenge individuals both in and outside of the learning environment. 

	16
	Organise the control of resources to ensure all stock and equipment is secure, serviceable and regularly accounted for.

	17
	Responsible for the on-boarding of learners and be actively involved in the initial assessment and diagnostics to identify additional learning needs and assist in the development and implementation of vocational and non- vocational training.

	18
	Responsible for maintaining training records for all learners and ensure these records meet the requirements of examining bodies and the funding bodies.

	19
	Implement teaching and learning in digital, online, and emerging technologies and their application in the teaching environment applying principles of digital and online safety.

	Grade 7, all of the above plus:

	20

	Initiate quality improvements and related professional development within own area of responsibility. 

	21
	Collect reliable data to demonstrate the need for improvement and the impact of improvement interventions underpins all quality assurance or improvement.

	22
	Supervise appropriate assessment of learners, and as subject IQA, undertake peer assessment processes as specified by the relevant awarding bodies and JCQ (Joint Council for Qualifications) requirements. 

	23

	Lead on the recruitment of learners, undertake initial assessment to identify additional learning needs and allocate learners to the relevant level of study and programme offer. 

	24

	Construct and implement cohort sampling plans of work for internal quality processes including undertaking relevant IQA/RARPA activities as appropriate.  

	25
	Agree action plans, answer enquiries, and provide advice and information as requested. Identify any areas for training and development for the Assessor i.e. updating occupational competence.  Providing detailed and accurate IQA reports for relevant managers. 

	26
	Carry out the following IQA (internal quality assurance) activities: 
· Attend and lead standardisation meetings and external training; 
· Induct new assessors; 
· Mentor assessors; 
· Observe assessors according to the IQA observation plan and 

JCQ guidelines; 
· Contribute and lead EQA meetings. 

	27
	Creates and develops teaching and learning in digital, online, and emerging technologies and their application in the teaching environment and applies principles of digital and online safety.

	GENERAL: The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.


	DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.
Responsibility for Staff:  
Grade 5:  None
Grade 6, all of the above plus: Responsible for supporting and advising other staff as allocated.  
Grade 7, all of the above plus: Responsible for supporting and advising other staff within the role of tutor and IQA.  



	2.
Responsibility for Customers/Clients:

Grade 5: Responsible for assisting the support and development of c80 learners (adults) or c40 learners (apprenticeships). 
Grade 6, all of the above plus:
Responsible for the support, development, supervision, training and mentoring of c80 learners (adults) or c40 learners (apprenticeships).
Responsible for employers and for meeting and agreeing development plans with employers on an eight-week cycle (apprenticeships).
Responsible for community programme delivery and liaison with community stakeholders (adults).
Grade 7, all of the above plus: 


	3.
Responsibility for Budgets:

Grade: 5 None 
Grade 6, None 
Grade 7, None 


	4.
Responsibility for Physical Resources:

Grade: 5 Assist with the control of resources to ensure all stock and equipment is secure, serviceable and regularly accounted for.  Responsible for ensuring all equipment and use of resources by learners are in accordance with relevant Health and Safety legislation.
Grade 6, all of the above plus: Organise the control of resources to ensure all stock and equipment is secure, serviceable and regularly accounted for.
Grade 7, all of the above plus: Supervise the control of resources to ensure all stock and equipment is secure, serviceable and regularly accounted for. 



	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1. Within Service Area/Section:

Grade 5: Day to day liaison with other staff and learners within Hull Training & Adult Education.
Grade 6, all of the above plus: Day to day liaison with other staff and learners within Hull Training & Adult Education and with the awarding bodies.
Grade 7, all of the above plus: Liaising with senior managers regarding IQA and advising tutor/assessors aware of the sampling strategy and dates when sampling is planned.  Record help and practical support throughout the delivery and assessment of the qualification.



	2.
With Any Other Council Areas

Grade 5: Occasionally representing the vocational area in meetings and discussions with           managers and staff from other departments.
Grade 6, all of the above plus: Representing the vocational area in meetings and discussions with Managers and staff from other departments.
Grade 7, all of the above: Negotiate learning requirements and organisational training needs with specific service areas.


	3.     With External Bodies to the Council

Grade: 5 Monthly contact with Officers and managers from the funding bodies, other training providers, external inspectors and awarding bodies, directors, managers and staff in private sector companies.  
Grade 6, all of the above plus: Regular and daily contact with officers and managers at the funding bodies, other training providers, external inspectors and awarding bodies, directors, managers and staff in private sector companies.  
Grade 7, all of the above plus: Post holder will be required to discuss and agree action plans, answer enquiries and provide advice and information as requested.



	ORGANISATION CHART: 

	Specific Area Lead 

Tutor/Assessor



	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information for each level  
(if applicable)

	PHYSICAL DEMANDS: Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day-to-day office environment).
	G5
	
	X
	
	
	
	N/A
	As a Learning and skills tutor - in a learning facility the role requires education and administration skills/abilities. i.e., long hours of standing during educational delivery. Approx. 16 hours of working week for FTE.  
This will be across all grades.

	
	G6
	
	X
	
	
	
	
	As above

	
	G7
	
	X
	
	
	
	
	As above

	WORKING CONDITIONS: Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day-to-day office environment).
	G5
	
	
	X
	
	
	N/A
	All work to be carried out within a structured learning environment using PPE relevant to safe working practices.  
This will be across all grades.

	
	G6
	
	
	X
	
	
	
	As above

	
	G7
	
	
	X
	
	
	
	As above

	EMOTIONAL DEMANDS: Exposure to objectionable situations over and above that normally incurred in a day-to-day office environment.
	G5
	
	X
	
	
	
	
	Occasional requirement to address potential safeguarding issues

	
	G6
	
	X
	
	
	
	
	As above

	
	G7
	
	X
	
	
	
	
	As above


	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS),T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Grade 5: Vocationally competent and qualified to at least the level 3 standard (or equivalent) in required vocational area
	X
	
	AF / CQ

	
	Possession of or working toward (within 6 months of commencing employment) an appropriate teaching qualification at level 3 (or equivalent) 
	X
	
	AF / CQ / I

	
	Possession of or working toward (within 6 months of commencing employment) an assessing award at level 3 (or equivalent)
	X
	
	AF / CQ / I

	
	Possession of or working toward (within 6 months of commencing employment) a relevant Maths AND English at level 2 (or equivalent)
	X
	
	AF / CQ / I

	
	Grade 6, all of the above plus:  
	
	
	

	
	Possession of or working toward (within 6 months of commencing employment) an appropriate teaching qualification at level 4 (or equivalent) (where level 3 teaching qualification is already held)
	X
	
	AF / CQ / I

	
	Possession of a relevant Maths AND English at level 2 (or equivalent)
	X
	
	AF / CQ

	
	Grade 7, all of the above plus: 
	
	
	

	
	Possession of or working toward (within 6 months of commencing employment) an appropriate teaching qualification at level 5 (or equivalent) (where level 4 teaching qualification is already held)
	X
	
	AF / CQ / I

	
	IQA Assessing Award at level 4 (or equivalent) or working toward (within 6 months of commencing employment)


	X
	
	AF / CQ / I

	2. 
	Relevant Experience:

	
	Grade 5: Must have previous experience in an appropriate occupational or technical environment
	X
	
	AF / I

	
	Experience of mentoring others
	
	X
	AF

	
	Grade 6, all of the above plus:
	
	
	

	
	Experience of teaching and supervising others
	X
	
	AF / P / I

	
	Good understanding of digital, online, and emerging technologies and understands and promotes principles of digital and online safety
	X
	
	AF / P

	
	Applies principles and practices of assessment and feedback setting outcomes to reach the full potential of each individual learner
	X
	
	AF / I

	
	Grade 7, all of the above plus:
	
	
	

	
	Evaluates how different sources of information have been analysed and the results used to improve their teaching with reference to relevant standards and or qualifications
	X
	
	AF / I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Grade 5:
	
	
	

	
	Motivation to work with children and young people and/or vulnerable adults
	X
	
	I



	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults
	X
	
	I

	
	Able to supervise groups of individuals
	X
	
	I

	
	Experience of assisting in preparing and delivering learning plans
	
	X
	I

	
	Experience of management of stock to ensure all stock and equipment is secure, serviceable and regularly accounted for.
	X
	
	I

	
	Possesses a good level of interpersonal skills
	X
	
	I

	
	Organisational and prioritising skills
	X
	
	I

	
	Ability to work to deadlines
	X
	
	I

	
	Demonstrate and evidence theoretical and practical knowledge of industry/subject sector area
	X
	
	AF / P

	
	Grade 6, all of the above plus:
	
	
	

	
	Assertive and able to supervise groups of individuals
	X
	
	AF

	
	Experienced in preparing and delivering learning plans.  Analyses and uses data and assessment outcomes to regularly review and develop own practice. Reporting emerging gaps in progression and achievement amongst own teaching practice
	X
	
	AF

	
	Good team worker able to demonstrate occasional leadership qualities
	X
	
	I

	
	Possesses a high level of interpersonal skills
	X
	
	R / I

	
	High standard of organisational ability
	X
	
	R / I

	
	Ability to work to deadlines to achieve demanding outcomes
	X
	
	R / I

	
	Grade 7, all of the above plus:
	
	
	

	
	IT literate and incorporates digital teaching strategies in learning environments to enhance the learning experience
	X
	
	I / P

	
	Uses innovative teaching and learning techniques to deliver sessions and shares good practice as part of own professional values
	X
	
	I

	
	Encourages learners to develop autonomy and resilience, personal and interpersonal effectiveness, social awareness and respect for others, essential employability skills, a solutions mindset, and the ability to create change
	X
	
	I / P

	
	Ability to work on own initiative and be innovative
	X
	
	I

	
	Commitment to promoting equality and diversity, both within and external to the classroom
	X
	
	I

	
	Demonstrate, maintain and evidence excellent pedagogy, subject, curriculum and industry knowledge and practice

	X
	
	AF / P

	4. 
	Knowledge:

	
	Grade 5:
	
	
	

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults
	X
	
	I

	
	An understanding of health and safety issues relevant to the vocational/technical area
	X
	
	AF / I

	
	Technically competent in vocational or technical requirements of the post, occasionally requiring support for training aspects of the post from other staff
	X
	
	AF / I / P

	
	Grade 6, all of the above plus:
	
	
	

	
	Ability to create and adapt inclusive learning resources to meet the needs of all learners
	X
	
	AF

	
	Technically competent in vocational or technical requirements of the post, frequently assisting other staff
	X
	
	AF / I / P

	
	Working Knowledge of quality assurance processes associated with the learner’s journey
	X
	
	AF / I

	
	Demonstrates an understanding of requirements and implications of organisational policies and procedures, such as internal and external regulatory bodies and frameworks
	X
	
	AF / I

	
	Grade 7, all of the above plus:
	
	
	

	
	An in-depth understanding of health and safety issues relevant to the vocational area.
	X
	
	I

	
	Technically competent in all vocational and training aspects of the post, assisting other staff as a part of the Internal Quality Assurer duties
	X
	
	AF / I / P

	
	Designs, demonstrates and implements strategies for quality improvement as a part if the Internal Quality Assurer duties
	X
	
	AF / R

	5. 
	Interpersonal/Communication Skills:

Verbal Skills

	
	Grade 5:
	
	
	

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults
	X
	
	AF / I

	
	Good influencing, caring, advocacy and training skills are required
	X
	
	AF / I

	
	Grade 6, all of the above plus:
	
	
	

	
	Well-developed influencing, caring, advocacy and training skills are required.
	X
	
	AF / I

	
	Grade 7, all of the above plus:
	
	
	

	
	Excellent range of communication techniques and understands how to adapt these for different audiences, including leading difficult conversations
	X
	
	AF / I

	
	Model professional relationships with students, colleagues and stakeholders that support the highest quality education and training
	X
	
	AF / I

	
	Written Skills

	
	Grade 5:
	
	
	

	
	Regularly, with support, exchanging in writing complicated and sensitive information, to a range of audiences
	X
	
	AF / I

	
	Grade 6, all of the above plus:
	
	
	

	
	Regularly exchanging in writing complicated and sensitive information, to a range of audiences, occasional writing of complex reports leading to day-to-day decisions
	X
	
	AF / I

	
	Grade 7, all of the above plus:
	
	
	

	
	Regularly writing complicated and sensitive information, to a range of audiences, writing of complex reports leading to key strategic and operational decisions
	X
	
	AF / I

	6.
	Other:

	
	Grade 5: The post holder will face different situations requiring identification and selection of a solution requiring regular evaluation and concentration. The decision-making elements of this post require a mental approach to deal with this variable work
	X
	
	I

	
	Grade 6, all of the above plus:
	
	
	

	
	The post holder will be required to undertake regular analytical and interpretive judgements, over a range of varied issues. The decision-making elements of this post require an adaptive mental approach
	X
	
	I

	
	Grade 7, all of the above plus:
	
	
	

	
	The post holder will be required to undertake regular analytical and interpretive judgements, over a range of complex and varied issues. The decision-making elements of this post require an adaptive mental approach
	X
	
	I

	The requirements listed below are not considered during the job evaluation process but are essential requirements for the role that will be assessed during the recruitment process.


	7.
	Values and Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward 
	
	
	I

	
	Improving services
	
	
	I

	
	Analysis and decision making
	
	
	I

	
	Making things happen
	
	
	I

	
	Communicating with impact 
	
	
	I

	
	Collaboration 
	
	
	I

	
	Developing self and others
	
	
	I

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS)
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Enhanced &Children’s Barring List Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement)
	X
	
	DBS Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure the candidate is required to declare full details of everything on their criminal record unless the conviction/s and/or caution/s are considered “protected” in line with filtering rules for DBS checks.
	X
	
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only
	
	N/A
	AF(after short listing)



