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Tutor: Business and Management (HE) and Professional – 2 positions available due to expansion opportunities – full time, part time and sessional applicants welcome.
School of Access, HE and Professional.
17.25
1. The Appointment

We have an exciting opportunity due to the expansion of the Business and Management (HE) and Professional team to deliver and develop education and training to a range of students wishing to develop knowledge, understanding and transferable skills relating to the sector. You will contribute to the curriculum planning and activity for the related programmes to include a variety of additional short courses to ensure innovative, quality provision. 
The HE team deliver programmes in collaboration with Birmingham City University and the University of Derby.  
You will deliver and assess a variety of applied theoretical modules on the FdA Business Management and BA (Hons) Top up courses in line with QAA, HEI and college requirements. You will also be expected to contribute to the delivery of professional courses and higher apprenticeships including CIPS, CIPD, CMI and CIM.
You will be required to provide a supportive and professional environment that will aid the development of individual and groups of students. You will be expected to be organised with excellent time management and administrative skills. You must have excellent interpersonal and communication skills and show a flexible and professional attitude.  

You will be educated to post graduate level and possess a relevant teaching qualification and have experience of teaching at levels 4, 5 and 6. 

You will be a role model for college students and will work to professional standards. 
This is an exciting and challenging role that would suit an individual who is flexible in their approach, highly motivated and passionate about the sector and learning. You will be expected to work flexibly including evening delivery and interviewing.
This post carries a commitment of delivery hours.
The role will require you to embed the college’s values; working with Professionalism, taking Responsibility for your actions, and giving Respect to clients and colleagues alike.  
2. The Post

2.1 Main Duties and Responsibilities
a) To contribute to the development, delivery, assessment and quality procedures relating to programmes of study for groups of students on Business and Management and Professional programmes at levels 4, 5  and 6.

b) To deliver and assess a variety of modules on HE programmes in line with HEI requirements.
c) To deliver and assess a variety of modules on Professional courses in line with awarding body requirements.
d) To develop and consistently demonstrate best practice in learning, teaching and assessment ensuring standardisation and continuity. 

e) To design, develop and monitor high quality current resources for student use.

f) To act as personal tutor to a group/s of students and co-ordinate tutorial support liaising with the Programme Area Leader. Provide accurate current feedback on progress and outcomes to managers and students.

g) To monitor and manage student attendance and maintain appropriate standards of behaviour.

h) To keep up-to-date with curriculum initiatives, development and implantation of standards and general developmental and professional issues relating to the delivery of learning in your area.

i) Carry out assessment in line with HEI requirements, including second marking. Prepare for and attend Exam Boards. Work with CM to respond to any points raised by External Examiner, HEI or QAA.

j) Implement quality procedures as guided by CM, contributing to thorough, evaluative programme reviews which feed into the self-assessment process.

k) To complete documentation, appropriate records of learner applications, admissions, performance and outcomes and other administration associated with role and responsibilities.

l) To undergo continuous professional development.

Work closely with the Curriculum Manager and Programme Area Leader in:

Curriculum to:

a) Develop and demonstrate best practise in learning, teaching and assessment assuring standardisation and continuity. To work with colleagues to design, develop and monitor resources for student use.
b) Compile and circulate group profiles for your groups and use to inform planning and delivery. Follow up any ALS or other support requirements with the Programme Area Leader.
c) Contribute to the planning of the year plan to include assessment schedule, planned tutorials, reviews and timely enrichment activity to meet and drive achievement.

d) Contribute to and deliver student induction.

e) Prepare sample/ evidence for Internal Moderation. 

f) To implement quality procedures as directed to evaluate programme and help compile the annual monitoring requirements at agreed intervals.

g) Maintain an up to date Course/Module file, to include updated course handbooks, schemes of work and lesson plans.
With students to:
Follow up use of Initial Diagnostics and Learning styles where required.  Follow up any ALS or other support requirements with appropriate contact in liaison with Programme Area Leader.
q) Act as a personal tutor to one or more groups of students, co-ordinate tutorial support and liaise with other tutors.

r) Check student attendance and punctuality, Follow up as necessary.

s) Maintain standards of student behaviour. Work with Curriculum Manager/Programme Area Leader as necessary to resolve related issues.

t) To follow up any concerns or issues with Curriculum Manager/Programme Area Leader.
u) Support student forums in liaison with the central HE team.
2.2
Other Responsibilities

a)
To uphold and promote college policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
b)
To comply with the college’s own safeguarding policy and practices and attend training as requested.

c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college.

f)
To undertake any other duties as may reasonably be required commensurate with the post.

3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	English to at least level 2
	(
	

	Maths to at least level 2
	(
	

	Cert Ed/PGCE or relevant training/teaching qualification 
	(
	

	Educated to Master’s level in related subject (working towards may be considered)
	(
	

	Professional qualification in one of the following: CIPS, CIPD, CIM or CMI
	
	(

	Experience 
	
	

	Experience in the delivery of higher education qualifications in Business and Management
	(
	

	Recent and relevant experience of delivering high quality and effective learning experience to groups and individuals
	(
	

	Evidence that you are able to apply effective approaches to teaching to more than one level and target audience
	(
	

	Recent and relevant experience of working within an appropriate vocational environment or of appropriate professional/industrial updating
	(
	

	Experience of compliance with awarding body regulations.
	(
	

	Experience of working within the appropriate frameworks and guidelines for higher education e.g. QAA and the FHEQ.
	(
	

	Experience in the delivery of a range of qualifications
	(
	

	Experience of using IT and ICT
	(
	

	Evidence of offering inclusivity to learners
	(
	

	Skills /Knowledge
	
	

	Demonstrate extensive range of knowledge, understanding and application of curriculum development, innovation and delivery strategies within the HE sector.
	(
	

	Demonstrate an understanding of Higher Apprenticeship Standards.
	
	(

	Demonstrate suitability to work with children and vulnerable

adults  adults including knowledge/understanding of safeguarding and its importance within the college
	(
	

	Knowledge of the subject benchmark statements and their application to practice.
	(
	

	Knowledge of current initiatives within the sector and the vocational area of responsibility. 
	(
	

	Excellent communication, inter personal  and presentation  skills and the ability to influence others and build positive relationships
	(
	

	Ability to plan and prioritise
	(
	

	Ability to work as part of a team to achieve common objectives
	(
	

	Good working use of IT
	(
	

	Ability to analyse information and situations and recommend a way forward
	(
	

	Collate tracking records and assessment information in preparation for examination boards.
	(
	

	Qualities linked to college values 
	
	

	Set high professional standards for one’s own practice and high expectations for learners
	(
	

	Demonstrate understanding and promotion of equality and diversity and customer service 
	(
	

	Demonstrate an ability to take responsibility for own and others Health  and Safety at work
	(
	

	Demonstrate that you take responsibility and ownership, e.g. meeting deadlines, sharing practice and following organisational policies and procedures.
	(
	


4. Position within the College

The post-holder will be part of the School of Access, HE and Professional and will report to the Curriculum Manager: HE.
5. Terms & Conditions

a) The post is offered on a West Nottinghamshire College Delivery Contract and is subject to those terms and conditions.
b) The salary will be within the Delivery Scale £25,128 - £36,979 per annum.
c)       You will be entitled to 32 days leave (plus bank holidays).

d) You will be required to work 37 hours per week on a flexible basis. You may be required to work evenings.
e) The college operates a contributory Average Salary Pension Scheme, (Teachers’ Pension).
f) The post holder may be located at any West Nottinghamshire College site and may be expected to travel as required.
6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on Thursday 24th August 2017.  
Interviews will be held on 30th August 2017
www.wnc.ac.uk/vacancies 
THE COLLEGE PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY

The college is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. This post is subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves; the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.

It is an offence for anyone who is barred from working with children and or vulnerable adults to apply for this position.
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