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	Job Title:
	Course Leader

	Reporting to:
	16- 19 Delivery Manager

	Responsible for:
	Tutors/Assessors


Purpose of role:


	A Course Leader will spend up to 40% working as a Tutor/Assessor as directed by the 16-19 Delivery Manager, including the cover for tutor annual leave and sickness. At least 60% of the role will focus on the effective line management of tutors and assessors as well as curriculum design and development for the allocated curriculum area. The course lead plays a critical role in ensuring high-quality teaching, learning and assessment across their curriculum area, ensuring collaboration and support across the tutor team.



Main Duties*:


	Course Leader duties will include:

· Line manages a designated staff team. Carry out regular check-ins (line management meetings), which should include wellbeing and morale monitoring, performance management, action setting and monitoring to ensure targets are achieved, caseload/learner reviews
· Provide the 16-19 Delivery Manager with caseload overview summaries of allocated curriculum area to form RAG rated learner profiles; identifying learners at risk of not achieving and creating and monitoring action plans to bring learners back on track
· Organise and chair regular team meetings for allocated staff team, supporting effective communication channels and standardisation across allocated sector area
· Work collaboratively with the 16-19 Delivery Manager and support services to contribute to SS&L’s wider strategic objectives 
· Proactively lead the curriculum design and development across allocated sector area, including, qualifications to meet the needs of learners and employers
· Support the 16-19 Delivery Manager to effectively implement the Quality Strategy and Teaching, Learning and Assessment Strategy; raising the quality of teaching, learning and assessment within the allocated sector area.
· Ensure quality improvement actions are embedded into line management meetings and the performance management process supporting the timely completion of Quality Improvement Plan (QIP) actions
· Develop, collect and share examples of good practice/ideas/resources between tutors to develop confidence and expertise including "best practice" evidence
· Support the 16-19 Delivery Manager to implement the Learner Voice Strategy, ensuring learners have a positive and high-quality learning experience that aids retention and achievement
· Support the 16-19 Delivery Manager to recruit new tutors as required
· Act as a mentor for new or existing tutors where performance issues/CPD needs have been identified
· Hold IQA responsibility
· Report on data relevant to the areas of responsibility; including the use of the company’s Management Information System (MIS) and e-portfolio system. This will include achievement, retention, attendance and learner progress
· Support the 16-19 Delivery Manager in the planning and delivery of CPD across the tutor team
· Promote and develop the use of Information Learning Technology initiatives, including Moodle, within the sector teams, sharing good practice across the team
· Undertake such additional duties as may be reasonably required commensurate with the level of responsibility within the Company

*This job description should be read in conjunction with the Tutor job description





Mandatory Duties:

	· All employees are expected to demonstrate our values: Collaboration, Growth, Excellence and Innovation.  Living these behaviours day-to-day is a core expectation of your role and all employees will be developed and coached to properly engage with our expected behaviours, as outlined in our behaviours’ framework

· All employees are expected to have a commitment to promoting Equal Opportunities 

· All employees are expected to have a commitment to the safeguarding and welfare of SS&L learners and staff  



Person Specification



	Key Competencies

	
	Essential
	Desirable
	Assessment Method

	Demonstrates a strong commitment to the maximisation of individual learning opportunities and to the achievement of agreed outcomes by learners 
	· 
	
	Interview


	Ability to plan, implement and monitor the effectiveness of teaching and learning across a tutor team 
	· 
	
	Interview


	Ability to analyse quality data to identify successes and areas for improvement
	· 
	
	Application Form

	Ability to have honest conversations when challenging under performance 
	· 
	
	Interview

	Ability to communicated, plan, monitor and report on team objectives effectively 
	· 
	

	Interview

	Ability to motivate a team to strive for continuous improvement 
	· 
	
	Interview

	Ability to manage partner relationships to support curriculum intentions
	· 
	
	Interview

	Ability to respond calmly and reflectively to unexpected problems with a positive, solution-focused mindset – seeking support when required 
	· 
	
	Interview

	Experience & Knowledge

	
	Essential
	Desirable
	Assessment Method

	Experience of teaching and learning in further education
	· 
	
	Application Form & 
Interview

	Experience of caseload management and learner progress tracking
	· 
	
	Application Form & 
Interview 

	Experience of supporting learners with SEND and/or SEMH
	
	· 
	Application Form & Interview

	Experience line managing a team and managing performance to achieve objectives
	· 
	
	Application Form &
Interview

	Qualifications & Skills

	
	Essential
	Desirable
	Assessment Method

	Sound general level of education 
	· 
	
	Application Form

	4 (C) or higher maths and English qualifications  
	· 
	
	Application Form
Certificated

	Willingness to gain Level 3 teaching qualification if not held
	· 
	
	Application, Interview & Certs

	Cert Ed/PGCE or equivalent 
	
	· 
	Application Form
Certificates

	Level 2 or higher digital skills/IT qualification 
	
	· 
	Application Form
Certificates

	Assessor Qualification or willingness to achieve
	· 
	
	Application, Interview & Certs

	IQA Qualification of willingness to achieve
	· 
	
	Application, Interview & Certs

	Understanding of quality frameworks such as the Ofsted Education Inspection Framework
	· 
	
	Application Form & 
Interview

	Personal Qualities & Other

	
	Essential
	Desirable
	Assessment Method

	Ability to work in a team 
	✓
	
	Interview

	Good communication and presentation skills 
	✓
	
	Application Form & Interview 

	Ability to work with learners in groups and as individuals 
	✓
	
	Application Form & Interview

	Ability to plan and review lessons to improve outcomes for students 
	✓
	
	Interview

	Excellent interpersonal and communication skills 
	✓
	
	Application Form & Interview

	Resilient and committed to achieving positive outcomes for young people 
	✓
	
	Interview

	Have your own car with business use included on your policy and be able to travel across Somerset 
	✓
	
	Application Form & Interview
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