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JOB DESCRIPTION

JOB TITLE:


Professional Tutor

RESPONSIBLE TO:

Senior Tutor in the Faculty
RESPONSIBLE FOR:
To act a personal tutor to support the pastoral, social and academic development of a group of students (approximately 250 students)
The College
VISION - To be Leaders in Learning

MISSION STATEMENT - To be an outstanding college at the heart of our community

VALUES & BEHAVIOUR

The Professional Tutor role is to personally exhibit the values and behaviour of the college and to inspire students to exhibit these values and behaviours.


· Respect for each other and the wider community

· Integrity, having an ethical and moral awareness in everything we do

· Inclusivity – diverse teaching, learning and assessment is at the heart of the college

· We value all members of the college community.  We strive to meet every individual’s needs supporting them to become more resilient and inspired

· We foster a culture of ambition.  Commercial awareness influences our decision making processes.   We encourage a ‘can do’ attitude by questioning, seeking and growing.

MAIN TASKS
· To plan and deliver tutorials, within a group and 1-1 context, that engage the student in personal target-setting and raise individual success 

· To monitor and track individual progress from enrolment, through on programme and achievement to progression destination within and beyond The Henley College

· To ensure that students have effective personal support that maximises their potential

KEY TASKS

· To manage the induction of students in line with College procedures.

· To ensure that all students are on appropriate study programmes and assist the Senior Tutors and   HoF with course changes

· To be based in a specific curriculum area, working with teachers and curriculum leaders to support students to succeed.
· To understand in detail the profile and progress of individual students in a group and use progress reviews, targets and course grade-books to monitor progress, liaising with teachers as required.  
· To oversee the enrichment options of students.

· To ensure that student records are up to date and contain all relevant information in line with College procedures.  To record all communications about students on the College Portal, in accordance with the appropriate level of confidentiality including the Student Disciplinary database.  
· To carry out 1-1 interviews to regularly review student’s progress, providing advice and guidance as necessary and maintaining accurate attendance records at these meetings using the student ID Swipe system.
· To check student absences on a weekly basis and following up absences in line with College absence procedures.
· To follow up on and respond to concerns from teachers or students, where this is having a serious impact on retention or achievement or student well-being and make referrals as appropriate and implement the student disciplinary process as appropriate
· To ensure tutees feel able to discuss and disclose any allegations/incidents of harassment, bullying or abuse and check that all students know how to get help and can access College support processes including the confidential counselling service.  
· To liaise and assist with the Senior Tutor and Student Services regarding any safeguarding or prevent or behaviour issues.   
· To help plan and deliver a programme of group activities provided by Student Services and/or Senior Tutors in line with the tutorial schedule (to include delivering topics on financial, physical and emotional wellbeing).   To participate in the planning and delivery of larger-group tutorial meetings including but not limited to, such topics as Employability Skills, Careers, HE and Apprenticeships, Health & Safety, Safeguarding & Prevent, etc.
· To liaise with parents, employers, Heads of Faculty, Senior Tutors and Faculty Administrators, as appropriate.  
· To follow the college student disciplinary procedures and refer students to the Head of Faculty or Senior Tutor at the appropriate disciplinary stage. To identify problems with its implementation.

· To maintain a weekly record of tutorial activities.

· To co-ordinate and produce references in line with College procedures.

· To ensure that tutees complete leavers’ destination questionnaires (including early leavers) and, if required, to contact leavers to confirm destination information.   To liaise with Faculty Administrators and MIS regarding the timely recording of destination data.
· On a weekly basis, to pass on information to the group from the student newsletter or Heads of Schools of Study, Lead Tutors, Examinations Office and other sources.

· To work with students to ensure they are prepared for their next steps including support for UCAS (applications and personal references), career plans and have a meaningful destination to work, apprenticeships or further or higher education

GENERAL RESPONSIBILITIES


· To identify personal and professional staff development needs to meet the College’s Strategic Plan.

· To ensure continuous professional development (CPD) requirements as specified by the College and that may be identified during College processes, for example Appraisal.

· To participate in the College Appraisal Scheme.

· To maintain awareness of the requirements of the College Health and Safety Policy and to be responsible for ensuring that the duties and responsibilities detailed in the College Health and Safety Policy are adhered to and carried out.

· To read and apply the College Safeguarding and Prevent procedures and to ensure that the duties and responsibilities detailed in the College Safeguarding Policy and Prevent Duty Policy are adhered to and carried out.

· To read the College Single Equality Scheme and to act in accordance with statutory obligations under the equality duties and in compliance with current Equality and Diversity legislation.
· To ensure adherence to the College Data Protection Policy.

· To work to the College quality standards and systems within the context of the College quality systems.

· To undertake such other duties and responsibilities as are appropriate to this level of post, including any reasonable request made by Head of Faculty or Senior Leadership Team.
PERSON SPECIFICATION

QUALIFICATIONS

1. An appropriate qualification at, at least, level 3.  
2. A basic teaching qualification or willingness to obtain one.
3. Evidence of continuous professional development
EXPERIENCE

Essential

1. Experience of working with others to set and achieve targets

2. Experience of motivating individuals to improve their performance

3. Experience of managing own workload and using initiative

Desirable

4. Experience of working with young people

5. Experience of working in partnership with others

KNOWLEDGE AND UNDERSTANDING
1. An understanding of the challenges faced by FE students and of barriers to achievement

2. An understanding of equal opportunities and ways of promoting equality and diversity

3. An understanding of the ways of motivating and building self-esteem

4. Knowledge of post-16 education and progression routes open to FE students
SKILLS
1. Verbal communication skills

2. Writing skills

3. Interpersonal skills

4. The ability to work effectively with others

5. Problem-solving skills

6. The ability to motivate individuals to improve their performance

7. The ability to encourage others to achieve learning success

8. The ability to use creative and imaginative strategies to help others overcome obstacles to learning

9. The ability to manage own workload and use initiative

10. The ability to manage time effectively and prioritise tasks

11. The ability to record, communicate and report on progress efficiently and clearly

12. Good level of ICT skills
ADDITIONAL REQUIREMENTS

1. A ccommitment to the College values and equal opportunities

2. The ability to work flexibly to meet the demands of the post

The Henley College is an Equal Opportunities Employer.

The Henley College is committed to safeguarding and promoting the welfare of learners and expects all staff to share this commitment. This position is subject to a satisfactory Enhanced DSB (previously CRB) check
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