JOB DESCRIPTION

JOB TITLE: Lecturer A — Key Support Tutor

Grade: MGL 4 -8

Responsible to: Curriculum Leader/Lecturer B

Responsible for: Curriculum delivery to one or more courses

Teaching/ Contact hours: 880

Purpose of the job:

Teaching, supporting and managing learning.

Overseeing the support requirements of students in a designated curriculum area.
Contribute to assessment processes.

To take part and comply with all quality assurance procedures and systems within the
area of responsibility.

Develop and source resources, support teaching programmes and deliver on a
number of courses as required. To contribute to the college success rates.

Comply with all College policies and procedures and maintain personal compliance.

In pursuance of Bolton College’s Mission and Values, assist in achieving the strategic
objectives and outcomes of the College.



LECTURER A — MAIN RESPONSIBILITIES AND DUTIES
Planning

1. Manage teaching and learning for an agreed scheduled timetable of class contact hours.

The teaching will be predominantly within maths and/or English classes.

N

Responsible for the efficient and effective delivery of support and assessment within an
agreed curriculum area both within class and outside of class.

3. Provide the first contact with prospective learners with applying to the college.

Support the curriculum tutors by informing group profiles and applying for access
arrangements for learners with a disability or learning difficulty.

5. Develop relevant support materials and resources.

Teaching

Alongside the Head of Learner Support or deputy:-

6. Mentor and coach vocational staff in the identification of opportunities for maths and/or
English delivery within the curriculum.

7. Attend team meetings and staff development around English and maths support and
curriculum. Action recommendations resulting from meetings. .

8. Take responsibility for the administration for learners receiving support including audit
requirements.

9. Engage in curriculum development activities, and contribute to the development of an
embedded curriculum.

10. Liaise with a variety of agencies including personal tutors, vocational tutors, parents,
schools and Connexions.

11. Work with the Transition Team to ensure that the mid-year multi-agency reviews are
completed for any learners within the curriculum area with high cost needs.

12. To advise and support students.

13. Contribute to student admission, enrolment and the initial assessment process.

14. Prepare relevant support paperwork.

15. Teach an agreed scheduled timetable.

Quality assurance and performance management

16. Comply with all College quality assurance systems including course reviews and self-
assessment, quality cycle reviews, lesson observations and target setting.

17. Support the learner voice process via surveys and curriculum forums

18. Responsibility for ensuring accurate and timely external assessment processes, including
examination entries.

19. Identify, develop and monitor effective quality improvement strategies.



20.
21.

22.

23.

24.

25.

26.

27.

Mark and prepare agreed learning activities and student assignments.

In exceptional circumstances you may be required to undertake internal verification as
agreed by Head of Area.

Monitor and make effective use of resources under the direction of Head of Area and
Curriculum Leader.

Proactively use College data systems to monitor students’ attendance, activity, retention
and achievement and produce reports and action plans as appropriate.

Attend and contribute to appropriate meetings as identified by line manager.

Maintain records, registers, reports, statistics, schedules and materials as directed.
Comply with all College systems and procedures necessary to ensure accurate, complete
and robust data is collected and maintained for all provision.

Ensure requests for reconciliation of student data returns are returned by deadline.

In carrying out his/her duties the appointee must:

28.

29.

30.

31.

32.

33.

34.

35.
36.
37.
38.
39.
40.
41.
42.
43.

Undertake such other duties as may be required by the Principal commensurate with the
grade and nature of the post.

Attendance at external meetings, curriculum planning activities and staff training and
briefing events.

Promote and market the College positively and professionally at all times through formal
and informal locations.

The post holder will be expected to work flexibly and efficiently to maintain the highest
professional standards and to promote and implement the policies for the Corporation.
The post holder will be expected to comply with any rules and regulations which the
Corporation may from time to time issue to ensure the efficient operation of its business
and the welfare and interests of its students and employees.

To work in accordance with the Data Protection Act and to ensure that all data protection
concerns are reported to the College Data Protection Controller.

Comply with and be aware of the College’s Health & Safety policy and associated
procedures.

Ensure a safe working environment for all learners at all times.

Comply with all College’s Personnel Policies and Procedures.

Maintain knowledge of, and implement College policies.

To engage in continuous professional development.

To understand and apply the principles of equality of opportunity in an academic context.
Have a positive commitment to inclusive learning.

Undertake appropriate training and staff development as requested by SMT.

Be able to commute effectively between all College sites.

Remain current by keeping abreast of up to date curriculum understanding and course

options through various internal and external arrangements and processes.



44. Must be prepared to work some evenings and weekends.

45. To be fully aware of and comply and promote the Colleges Equality Scheme and all other
policies, including Financial Regulations.

46. Bolton College is committed to safeguarding and promoting the welfare of young people
and vulnerable adults and expects all staff and volunteers to share this commitment.

47. To ensure commitment to customer care at all times.

48. The post holder will demonstrate a clear understanding and commitment to the College
values and ethos identified within the Strategic framework.

Place of Work

The principle place of work for this post will be the Corporation’s premises at the Deane
Road Campus. However, the post holder may be required to work on either a temporary or
an indefinite basis at any premises at which it may from time to time provide services or at
other locations, mainly in the Bolton area when required e.g. schools to promote the course.
As part of their duties, the post holder may be required to travel either within the United
Kingdom or outside of it. Such travel may include attendance at conferences or seminars for
the purposes of maintaining and updating their professional skills and the supervision of
students on visits and work placements.

Working Hours

The post holder will be expected to work such hours as are necessary for the proper
performance of their duties and responsibilities with a minimum of 37 hours per week
including on an annual basis 880 contact hours. It is essential that these hours are based
delivering provision and are not subject to various forms of remission.

The post holder may from time to time be required to work on a Saturday or Sunday, in which
case time off in lieu will be given during the normal working week. The post will require some
evening work to support student performance and may require Saturday working.

Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be
a probationary period, during which the suitability of the post holder for the position will be
assessed. The Corporation reserves the right to extend the probationary period, if, in its
opinion, circumstances so require.

Appraisal
The post holder will be required to participate in a staff appraisal scheme approved by the
Corporation.

In the interests of health and safety, smoking is not permitted in Bolton College.



