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Tutor: Digital Specialist (Full time)
School of Creative, Lifestyle & Digital Industries 
19.03 
1. The Appointment

West Nottinghamshire College Group has grown from a local college to an international organisation with a reputation for dynamism and success.  The college group is made up of a number of separate companies all with education and training to the very highest level at their heart.   
We embrace and encourage all those who are driven to better themselves, achieve their goals and reach new heights. Outstanding resources combined with exceptional tutors and student support means that whatever your ambition, we can help you to achieve it.

The college is widely-regarded as one of the most successful colleges in the country, based on students’ results, Ofsted inspection and reputation.  Each year approximately 3,500 young people choose to continue their studies with us either as an apprentice or full-time student, a further 600 choose to undertake a university-level qualification with us and around 2,000 adult students.

JOINING OUR JOURNEY 

When you join our college, our staff have access to numerous benefits and facilities:
· Pension Scheme 

· Occupational Health Service

· Enhanced Maternity/Paternity provision

· Staff Development days/week (July)

· Free confidential counselling service

· Free car parking
· On-site hair and beauty salon, Revive Spa, fine dining Refine Restaurant and Create Theatre 

ABOUT THE ROLE
As a Tutor Digital Specialist you will be required to deliver practical and theoretical aspects of the programmes. You will provide on-going support and guidance to individuals and groups of learners, utilising resource packages and on-going assessment. You will have experience of delivering training sessions and be qualified to at least level 4 within Computing.   

You will be a highly self-motivated, energetic and driven individual, encompassing a strong sense of autonomy.  You will possess strong presentation and communication skills and be able to demonstrate achievement of targets.
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 comply with procedures in regard to the administration, documentation including compliance, CRM and digital enrolment paperwork.

b)
To carryout initial assessments and support learners through recording, tracking, documenting, portfolio building and discussing progress. Negotiating Individual Learning Plans with learners and employers, which identify soft and hard targets.

c)
Assess learner competence, knowledge and understanding according to college and awarding body assessment criteria.

d)
To deliver the practical and theoretical aspects of the programmes developing resources to promote differentiation within the programme.

e)
To develop OneFile resources to support and enable learners and employers through recording, tracking, documenting and discussion for progress. 

f)
To develop best practice in delivery including electronic portfolios and learning materials. 

g)
To ensure learners are fully prepared for entry to gateway and their End Point Assessments.

h)
Contribute to the development of learning materials uploaded to the College Virtual Learning Environment.

i)
To communicate with, and provide relevant information for, Curriculum Managers, IQA and EQA.

j)
To meet with employers and learners on a regular basis to discuss progress, set and monitor targets and ensure requirements of the apprenticeship are met in a timely manner. 

k)
To comply with procedures for reporting and monitoring of attendance, retention and achievement.

l)
Liaising with relevant awarding bodies and internal examination procedures to ensure all quality processes are adhered to.

m)
Embrace the benefits of continuous professional development.

n)
To develop best practice in learning, teaching and assessment ensuring standardisation and continuity.

o)
To work flexibly as directed by the line manager.

p)
To attend School of Learning and other College meetings.

q)
Continue to develop and market the Digital Apprenticeship routes.
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: 
	
	

	Certificate in Teaching in the Lifelong Learning Sector (CTLLS) or equivalent – Level 4 teaching qualification
	(
	

	Level 3 subject specialism – Computer Science 
	
	

	Level 4 or above subject specialism – Computer Science
	
	

	Assessor Qualification 
	
	

	Verifier Qualification 
	
	(

	English/Maths to at least level 2
	(
	

	IT qualifications/experience
	(
	

	A full clean driving licence with access to a car with business use insurance 
	(
	

	Experience 
	
	

	Current experience of preparing and delivering training sessions in vocational area
	(
	

	Evidence of delivering high quality and effective learning experience
	(
	

	Evidence of providing learning to groups and individuals in vocational area
	(
	

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

	Demonstrate a broad range of post qualifying relevant practical experience
	
	

	Skills /Knowledge
	
	

	Knowledge and understanding of IV and QA practices
	
	

	Current knowledge and understanding of Digital Apprenticeship standards
	
	

	Able to work without close supervision and resolve own work problems using own initiative
	(
	

	Demonstrate suitability to work with children and vulnerable

adults including knowledge/understanding of safeguarding


	(
	

	An understanding of safeguarding and its importance within the college
	(
	

	Demonstrate interpersonal skills sufficient to network and develop effective links with external partners
	(
	

	Ability to give constructive feedback to learners /within the workplace and keep effective records
	(
	

	Ability to inspire others
	(
	

	Excellent communication skills
	(
	

	Ability to build positive relationships
	(
	

	Ability to plan and prioritise
	(
	

	Qualities/Approach linked to college values 
	
	

	Demonstrate a positive approach to equality and diversity and customer service 
	(
	

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

	Demonstrate a commitment to safeguarding and promoting student welfare
	(
	

	Excellent communication skills
	(
	

	Flexible and professional approach 
	(
	

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

	Demonstrate that you take responsibility and ownership, e.g. meeting deadlines, sharing practice, following organisational procedures, challenge processes that don’t work for customers.
	(
	


4. Position within the College

The Post holder will be part of the Computer Science team within the School of Creative, Lifestyle and Digital Industries and report to the Curriculum Manager.    
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 qualified Delivery scale ranging £25,379 – £37,349 per annum 
c) You will be required to work 37 hours per week on a flexible basis.

d) You are entitled to 32 days leave, plus bank holidays. 

e) The college operates a contributory Average Salary Pension Scheme, (Teachers’ Pensions).

f) The post holder may be located at any West Nottinghamshire College Site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.
6. The Application
Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5.00pm on Thursday 14th February 2019.   

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 expects all staff to share this commitment.  Posts are all subject to DBS check. The successful candidate will be required to pay for the DBS check themselves, the cost will automatically be deducted from their first salary payment. This is currently £44. 

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