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JOB DESCRIPTION

	POST TITLE:
	Pro Tutor

	GRADE:
	MGL

	PROGRAMME AREA:
	Student Support

	PURPOSE OF JOB:
	To ensure the effective support of learners’ personal and professional development by actively participating in the delivery and development of the College’s tutorial provision


	JOB INFORMATION:
	The Terms and Conditions of Service for this post are in accordance with those for Main Grade Lecturers.  Pro Tutors will be required to work flexibly, particularly with regard to when annual leave is taken.

	RESPONSIBLE TO:
	Student Programme Leader/ Peaks Student Success Manager


	Date of issue 
	23.6.10.
	Signature 
	


	Line Manager's Signature 
	


Job Title: 
Pro-Tutor

Area:

Student Support

The post holder must at all times carry out his/her responsibilities in accordance with College policies, actively supporting the mission of the Sheffield College as outlined in the Strategic Plan.

Professional Values

The professional values that underpin the personal tutoring role are:

· Recognising the need to create a positive learning environment in which learners feel safe and supported
· Promoting mutually respectful partnership and dialogue between the tutor and the learner
· Creating a sense of ownership for the learner in order to promote self-reflection, autonomy and personal growth
· Acknowledging and understanding the impact, lines and boundaries of the personal tutoring role
In particular the postholder will be responsible for:
1        Main Duties and Responsibilities
· providing guidance and support to a case load of of up to 120 full time learners

· contributing to the planning, delivery and assessment of a programme of group tutorials within the Learner Entitlement framework
· delivering individual and group tutorials that meet standards set by the College lesson observation process 
· monitoring the progress of learners and make sure that  teachers are making all reasonable efforts to meet their individual needs
2        Specific Responsibilities
· supporting the College’s Learner Recruitment Strategy by contributing to school engagement activities as appropriate
· engaging with future tutees prior to entry to College in order to ensure a smooth and positive transition
· to working with the appropriate manager to identify those learners at risk
· providing pastoral care
· planning and delivering an agreed induction programme for new and returning learners within the College’s Learner Entitlement Policy, including ensuring that learners undertake the appropriate Initial Assessment 
· agreeing with learners an individual learning plan that clearly describes short and long term learning goals and sets challenging learning objectives
· regularly monitoring learners progress and agree with the learner necessary actions to effect improvement

· liaising with teachers
· ensuring effective liaison with parents/carers where appropriate, including the compilation of reports

· liaising with appropriate internal and external support services to ensure students’ well-being and where appropriate, refer students, with their agreement, to additional specialist support
· providing information and offer impartial advice/guidance on future plans and facilitate access to specific careers advice where more specialist knowledge is needed. 
· advising students on the completion of Higher Education and employment applications and be responsible for co-ordinating and ensuring high quality academic references in conjunction with subject lecturers.

· contributing to the development  and implementation of the College’s Learner Involvement Strategy
· encouraging learner participation in, and contribute to, College enrichment activities
· contributing to quality improvement and implement the College’s Quality Assurance systems
3         Administrative Responsibilities
· collating and maintaining accurate and up-to-date personal records on learners in the caseload making use of appropriate electronic tracking software

· performing all necessary administrative tasks associated with the post, including gathering accurate information about the intended destinations of learners from their case load 
4        General Responsibilities
· participating in appropriate college activities, which include open evenings, parent evenings, information evenings, transition events   etc.
· participating in meetings as determined by the line manager
· contributing to the development of relevant resources and share resources with other tutors
· delivering cover and contribute to the development and implementation of the College’s cover arrangements
· undertaking appropriate CPD relating to their personal tutoring role.
· maintaining a safe and healthy working environment in accordance with the College’s Health and Safety policies and procedures, including risk assessments in conjunction with other colleagues and managers;
· ensuring that all relevant work activities underpin the College’s commitment to safeguarding children and vulnerable adults
· operating within the College’s equal opportunities framework to achieve College targets and establish parity of esteem between learning programmes;
5. Undertaking any other duties and responsibilities as may be determined after consultation between the post holder and management.
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Pro Tutor



	PERSON SPECIFICATION
	Essential / Desirable

E/D
	To be identified from:

	
	
	

	Qualifications
	
	

	Teaching qualification (PGCE or equivalent)     
	E
	Application/

Interview

	Level 6 qualification (degree or equivalent)
	D
	Application/

Interview

	Level 2 English and Maths or equivalent
	E
	Application/

Interview

	
	
	

	Specific Technical/Professional skills and Experience
	
	

	Relevant recent experience of being a Personal Tutor
	E
	Application/

Interview

	Experience of monitoring learner progress
	E
	Application/

Interview

	Experience of the use of a range of IT to support tutorial delivery and monitoring 
	E
	Application/

Interview

	Experience of effective guidance to learners 
	E
	Application/

Interview

	Development of induction activities
	D
	Application/

Interview

	Development of tutorial activities
	D
	Application/

Interview

	Experience of supporting UCAS applications
	D
	Application/

Interview

	
	
	

	Skills/Knowledge
	
	

	Ability to work to targets –monitoring  and review
	E
	References/
Interview

	Knowledge of quality systems, including self-assessment and the inspection framework
	E
	Application/

Interview

	Experience of supporting students
	E
	Application/

Interview

	Good organisation skills 
	E
	References/

Interview

	Knowledge of Post-16 curriculum qualifications
	E
	Application/

Interview

	Sound organisational and basic work skills including working to deadlines, record-keeping, co-ordination and liaison
	E
	References/

Interview

	
	
	

	Interpersonal Skills
	
	

	Excellent oral and written communication skills
	E
	Application/

Interview

	Ability to work as a team member
	E
	Application/

Interview

	Demonstrate a clear understanding of equality of opportunity and diversity issues
	E
	Application/

Interview

	Demonstrate a clear understanding of issues in relation to safeguarding children and vulnerable adults
	E
	Application/

Interview

	Imaginative and innovative approach to delivery
	E
	Application/

Interview
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