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Job Description

	Job Title:
	Community Learning Co-ordinator

	Reporting to:
	Adult Learning Manager

	Responsible for:
	Community Learning Tutors



Purpose of role:
	The Community Learning Co-ordinator is responsible for the design, delivery and quality of an allocated curriculum sector and/or geographical area.  This includes increasing participation, to achieve enrolment targets in adult and community learning throughout Somerset by engaging with strategic partners, community-based organisations and local communities.  The post holder will manage a team of tutors to ensure SS&L’s adult learning offer is relevant and accessible to all.  They will work closely with the Adult Learning Manager to achieve delivery targets that meet the needs of all residents by managing geographical and curriculum areas. 



Main Duties:
	· Work in partnership with local communities, voluntary and community groups and organisations to plan and deliver a programme of adult and community learning
· Design and develop a programme of community learning courses to meet the needs of all communities across Somerset in line with Somerset Council’s Tailored Learning Contract. 
· Lead the provision in geographical areas, and curriculum sector areas to ensure curriculum consistency, quality objectives and best practice. Quality to include monitoring of achievement, attendance and retention rates, checks on RARPA, undertaking OTLA and supporting tutors to develop their practice. 
· Provide the Adult Learning Manager with partnership updates, curriculum developments and tutor performance updates. These will inform performance reviews with Somerset Council and support the quality monitoring of our Community Learning provision. 
· Recruit and line manage community learning tutors to support the delivery of community learning courses.  Organise a thorough induction for new starters. Performance management to support best practice delivery, curriculum consistency, improve quality of provision and support continuous professional development. 
· Enthusiastic and able to motivate others to act effectively. Support tutors to deliver high quality community learning courses that lead to positive progression outcomes
· Support the Quality Manager to effectively implement the Quality Strategy by carrying out quality assurance checks on provision and providing feedback to tutors. To ensure Quality Improvement Actions are embedded in provision to ensure the cycle of continuous improvement is maintained. 
· Undertake a range of quality assurance activities such as teaching and learning observations, health and safety checks, learning walks etc. 
· Monitor targets and provide regular reports on progress towards targets to support community learning KPIs
· Undertake a range of promotional and marketing activities, including networking, presentations, brochure distribution and promotional events to raise awareness of SS&L’s adult and community learning offer and its benefits
· Gather local intelligence and create accurate reports and profiles to analyse trends which will inform planning
· Comply with all relevant legislation e.g. health and safety and safeguarding requirements and procedures laid down by SS&L, including carrying out activity and venue risk assessments
· Identify and arrange appropriate venues for delivery that are safe and accessible to the individuals and communities SS&L engage and support
· Allocate appropriate learning support assistants where needed
· Undertake such additional duties as may be reasonably required commensurate with the level of responsibility within the Company



Mandatory Duties:
	· Commitment to promoting Equal Opportunities
· Commitment to the safeguarding and welfare of SS&L learners and staff




Person Specification:

	Key Competencies

	Essential
	Desirable
	Assessment method

	Excellent communication skills including report writing, presentation and negation skills, people management and information technology skills.  

	Anticipates potential obstacles to delivery of plans and evaluates possible courses of action

	Application
Interview

	Develops and sustains effective working partnerships, externally and internally, and undertakes negotiations on behalf of individuals and groups.

	Demonstrates understanding of principles of change management, building trust with stakeholders through sensitive, consistent and open two-way communication
	Application
Interview

	Flexibility and the capacity to meet a range of individual and team targets and to work to deadlines.

	Monitors good practice and performance through evaluation, audits and reviews supported by sound record keeping processes

	Application
Interview

	Skilled networker with excellent communication and negotiation skills

	Keeps self-informed of progress against key performance and financial indicators and responds to variances in a measured fashion

	Application
Interview

	Demonstrates a strong commitment to the maximisation of individual learning opportunities and to the achievement of agreed outcomes by learners and the company as a whole

	
	Application
Interview

	Works to achieve company improvements, embracing new thinking enthusiastically within boundaries set by legislation, policy and professional standards

	
	Application
Interview

	Experience & Knowledge

	Essential
	Desirable
	Assessment method

	Relevant experience of working in post-16 education sector.

	Proven track record in relation to project coordination

	Application
Interview

	Experience of delivery and/or co-ordination of adult learning
	Experience of educational quality assurance processes such as observation of teaching and learning

	Application
Interview

	Relevant experience of working within the community

	Experience of line management

	Application
Interview

	Consults widely, involving recipients in development of learning programmes and identification pf resource requirements to meet identified needs

	Experience of the Education and Inspection Framework and Ofsted

	Application
Interview

	
	
	

	Qualifications & Skills

	Essential
	Desirable
	Assessment method

	Creativity, imagination and vision in the context of the development of community learning

	Formal teaching qualification relating to the teaching of adults or other teaching qualification 

	Application
Interview

	Competent with the use of Microsoft programmes
	Qualifications in ECDL/Word/Excel 

	Application

	Ability to gather data and create accurate reports

	Handles interruptions and able to re-prioritise daily

	Application
Interview

	Personal qualities and other

	Essential
	Desirable
	Assessment method

	Ability/willingness to travel frequently and work alone, sometimes outside of SS&L CIC premises

	Ability to think outside the box in order to complete actions and targets. 
	Interview

	Have own car with business insurance included on your policy and be able to travel across Somerset.

	
	Self-declaration and policy on recruitment

	Demonstrates a commitment to safeguarding and promoting the welfare of vulnerable adults and children

	
	Interview
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