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Job Description

	Post Title:
	Lecturer B – Health & Social Care
Faculty of Curriculum (LR/HE) Curriculum Efficiency



	Main Duties:
	The Main Duties represent a generic description of activities that a Lecturer B may perform.  Lecturers, in agreement with their Line Manager, will undertake a reasonable range from this list.  It is not intended that all lecturers carry out all of the Main Duties.



	Job Purpose:
	Your main purpose is to facilitate and encourage a learning experience in support of the College Mission Statement to provide high quality, learning opportunities that stimulate a culture of lifelong learning.

To share and support the College responsibility for the well being, education and personal development of the student.



	Responsible to:
	Immediate Line Manager as appropriate to the Faculty.



	Responsible for:
	Students in the designated subjects/courses.



	Liaises with:
	Other lecturing staff, relevant Line Managers and staff with Cross-Faculty responsibilities, including Business Support Staff, relevant external agencies.



	Hours of Work:
	As contracted.



	Salary:
	Lecturer B payscale,  Pts 33 - 35


	Main Duties

	Operations
	1
	To contribute to the organisation of designated subjects/courses or parts of subjects/courses as required by the Faculty (ie course tutor duties).

	
	2
	To assist in the communication and implementation of College policies and procedures.

	
	3
	To contribute to the Faculty’s Business Plan and implement the agreed Action Plan.

	
	4
	To attend course/subject/team/College meetings.

	
	5
	To contribute to special events when required, eg, Inspections, Prizegiving, Arts Festival.

	
	6
	To interview prospective students if required by the Faculty.

	
	7
	To lead the organisation of complex/significant subjects/courses.

	
	8
	To ensure compliance with the Data Protection Act and Freedom of Information Act.

	Curriculum Development
	1
	To contribute to curriculum innovation, development and implementation.

	
	2
	To maintain relationships with relevant professional agencies and with awarding bodies so as to ensure the relevance of the teaching duties.

	
	3
	To participate in curriculum reviews, innovation and change in response to College or external demands.

	
	4
	To lead curriculum innovation, development and implementation.




	Teaching
	1
	To undertake a designated programme of teaching.

	
	2
	To ensure a high quality learning experience and support for students which meets internal and external quality standards and performance criteria.

	
	3
	To prepare relevant course/subject materials.

	
	4
	To use a variety of delivery methods which will stimulate learning appropriate to student needs and the demands of the syllabus/course.

	
	5
	To liaise with staff and student teachers as appropriate.

	
	6
	To organise and supervise work placements as required.

	
	7
	To register students and report absences according to College/Curriculum Faculty procedures.

	
	8
	To maintain discipline in accordance with College/Curriculum Faculty procedures and to encourage good practice with regard to attendance, punctuality, behaviour and standards of work.

	
	9
	To comply with Health & Safety procedures.

	Assessment
	1
	Carry out the assessment of students as required by external examination and awarding bodies and internal College/Curriculum Faculty procedures.

	
	2
	To prepare projects, assignments and examination questions and assignment materials as required.

	
	3
	To mark, grade and give written or verbal reviews and assessments as required.

	
	4
	To liaise with colleagues to produce joint assessments, coursework grades, etc, as appropriate.

	
	5
	To internally verify work.

	
	6
	To invigilate examinations as required.

	
	7
	To lead course submissions, assessment, verification and moderation procedures eg with Awarding Bodies.

	Pastoral System & Welfare
	1
	To assist in the implementation of pastoral and welfare systems for students, including induction, recording achievements and action planning.

	
	2
	To prepare and submit reports of students to internal and external authorities about their academic progress and personal development when required.

	
	3
	To act as Personal Tutor when required, providing advice and guidance in pastoral and welfare matters to assigned students in line with College procedures.

	
	4
	To be present at consultative evenings to provide information, advice and guidance to parents and students as appropriate.

	
	5
	To promote the agreed College policies for Health and Safety, Equality and Diversity and any other policies which the College adopts for the welfare of employees, students and visitors, by following appropriate procedures and practices.

	
	6
	To assist with the running of the Students’ Association as appropriate.



	Quality
	1
	To comply with the requirements of the quality assurance procedures related to the designated subjects/courses and the cross-College quality procedures.

	
	2
	To produce the course review and evaluation.



	Administration & Management Information
	To administer appropriate records (eg, Schemes of Work, Registers, Assessment Records) and to provide relevant, accurate and up-to-date information for MIS, through negotiation with colleagues where necessary, eg, student attendance, timetables, student tracking documentation, accommodation.




	Admissions & Marketing
	1
	To contribute to the marketing activities within the designated subjects/courses, eg, preparation of publicity materials, attendance at Open Evenings and Taster Days.

	
	2
	To assist in the development of effective subject/vocational links with Partnership Schools, employers and other external agencies.

	
	3
	To support the admissions process for students, including interviewing, induction, APL procedures and diagnostic assessment procedures, eg, those related to Learning Support, Key and Essential Skills.

	
	4
	To support the enrolment process.



	Management of Resources
	1
	To help the Line Manager to identify resourcing needs and to contribute to the effective use of financial and physical resources, including accommodation.

	
	2
	To co-operate with other subject staff to ensure a sharing and effective usage of resources to the benefit of the College and the students.

	
	3
	To maintain an effective learning environment.

	
	4
	To supervise and mentor staff.

	
	5
	To co-ordinate effective sharing and usage of resources.



	Staff/Personal Development
	1
	To continue personal development in any relevant areas as identified in the Staff Review and Development process.

	
	2
	To participate in the Staff Review process.

	
	3
	To help with the induction of new staff in line with College procedures.

	
	4
	To share good practice.




This College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

The successful candidate will be required to apply for an Enhanced Disclosure in accordance with Part V of the Police Act 1997.  Further information about the Disclosure scheme can be found at www.gov.uk 
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WIGAN & LEIGH COLLEGE

PERSON SPECIFICATION

Lecturer B – Health & Social Care
Please use this Person Specification when completing the ‘Person Specification Requirements’ section of the Application Form.

Where appropriate you should give examples of how you meet the criteria, ie, it is not sufficient to say that you can communicate effectively, you should give examples of how you have used your communication skills effectively.

	                                                                                                                            Essential/Desirable

	Knowledge
	

	· GCSE Maths and English grade C qualifications or recognised equivalent
	E

	· Degree or vocational qualification at the appropriate level in a relevant subject
	E

	· Recognised teaching qualification



	E

	· Knowledge and understanding of excellent teaching and learning practices and 

      quality assurance
	E

	· Knowledge of Equality and Diversity and Health, Safety and Environmental issues in relation to the teaching role
	E

	· Relevant and current subject knowledge


	E

	· Knowledge and understanding of the relevant curriculum provision


	E

	· Post graduate or higher degree
	D

	
	

	Competencies
	

	· Evidence of teaching



	E

	· Able to develop the curriculum 



	E

	· Able to make a significant contribution to internal/external promotional activities         and/or initiatives
	E

	· Effective communication skills



	E

	· Proven ability of course management
	E

	· Proven planning and organisational skills



	E

	· Able to work as a proactive team member



	E

	· Able to work flexibly



	E

	· Evidence of continuous professional development



	E

	· Able to co-ordinate resources



	E

	· Competent in ICT



	E

	· Able to co-ordinate activities beyond timetabled teaching commitments, eg, those relating to awarding bodies, self-assessment, employers
	D

	· Able and willing to act as a pastoral tutor



	D

	· Evidence of the application of e-learning



	D

	
	

	Other Requirements
	

	· A willingness to travel to fulfil the duties of the post

	E

	· A commitment to on-going personal development and willingness to attend appropriate training courses, which may require overnight subsistence 


	E

	· A willingness to work flexibly and outside of normal office hours; evenings, weekends and occasionally at bank holidays

	E

	· Suitable to work with children and young people in accordance with Government guidelines for safeguarding children       
	E

	· This post is exempt from section 4 (2) of the Rehabilitation of Offenders Act, 1974, as the duties give you access to persons who are under the age of 18.  Applicants are not entitled to withhold information about convictions, which would be regarded as spent for other purposes
	E

	· Member of the Institute for Learning
	D
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