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JOB DESCRIPTION

[bookmark: _Hlk69119010]Employer: Newham Community Renewal Programme Ltd

Job Title: Sessional tutor, English for Speakers of other Languages 
Days and times: Term time only, Wednesday 09.30-12.00, 12.30-15.00 (Beginners), Thursday 09.30-12.00 (Beginners) total 7.5 hours per week

Fixed term, from January 2024 until January 2025 Maternity cover with the possibility of extension /permanent position

        Location: The Renewal Programme, 395 High Street North, London E12 6PG
                     
Salary: CELTA Qualified £21.84 per hour	

         	Reports to:  Director of Training and Youth 

Working With: 	
This is a collaborative programme delivered in partnership with the London Boro of Newham who will support you through direct observations with constructive feedback.

About The Renewal Programme:  
Renewal Programme manage a community centre, two hostels and programmes that engage over 5,000 people a year. Over the last 50 years, we have continued to support those in Newham who are facing multiple challenges; whether they’re a carer who needs wellbeing support, a migrant or refugee without access to public funds, an individual suffering with homelessness or experiencing poverty, a person without direct access to learning pathways or an elderly person unable to communicate in English. With our support, they can access the services they need to overcome those challenges. The Renewal Programme has also been working with our local council to provide positive activities for young people of all backgrounds since 2012. 
Project: 
Renewal Programme Training and Education is a Voluntary Sector, community-based provider of ESOL, Information Technology and Maths to adults over the age of 19.   Courses are offered at a range of levels. We are well known in the community and have an excellent reputation for teaching and learning. Our provision is Ofsted monitored.






Job Aim:
To provide high quality, relevant learning opportunities which enable adult learners to maximise their educational, vocational, and personal development potential and fulfil their aspirations and goals. 

Duties And Responsibilities
To teach English to a range of learners and to deliver the curriculum effectively.
To deploy a wide range of teaching and student-centred learning strategies that ensure (a) the most effective learning, retention, achievement, and progression of learners, and (b) the most effective use of teaching time and other resources.
To develop a range of teaching materials in accordance with the needs of the group.
To promote inclusive learning and observe equal opportunities' practices and procedures.
To ensure that the right level of support is given to every individual through a series of regular reviews, progress reports and completion of the Individual Learning Plan.
To ensure the full implementation of quality assurance processes and work pro-actively to secure constant quality improvement and student completion and achievement of the highest possible standards. This will include the production of Schemes of Work and lesson plans
To provide appropriate induction for each student, which will include assessment of need and the creation of an individual learning plan.
To participate as required to the development of the curriculum, ensuring that the content is relevant and current.
To ensure that the curriculum meets the requirements of validating and awarding bodies where applicable.
To meet all deadlines for the submission and marking of assessed work and to administer paperwork in relation to the attainment of qualifications.
To contribute to the promotion of the welfare of learners, keeping them informed of rights and responsibilities, health and safety requirements and student support services.
To maintain standard administration procedures in relation to the position of tutor within the programme.
To maintain an up-to-date knowledge of specialist subject area.
To manage allocated resources, including the maintenance of appropriate records and producing statistical and other reports as required.
To maintain a high quality of customer service, contribute to the service publicity plan and undertake appropriate and public relations activities as required.
To undertake appropriate training activities and contribute to service staff development activities within the Renewal Programme’s appraisal and development plan.
To actively promote the service as and when required.

Other duties:
The post holder will be expected to carry out other duties consistent with the responsibilities of the post as may be reasonably requested from time to time and demonstrate flexibility in all areas of his/her work.

Work within the remit of TRP’s Data Protection and Confidentiality policies.
Attend relevant training courses and staff meetings as required.
Participate in regular supervision sessions with the Director of Training and Youth.



































ESOL TUTOR, PERSON SPECIFICATION

	QUALIFICATIONS
	Certificate in Teaching English to Speakers of Other Languages (CELTA)

	Essential
	App form & interview

	EXPERIENCE
	Teaching diverse groups of adults 

	Desirable
	App form & Interview

	ABILITY
	Self-motivated and organise their own working week in such a way as to be achieve the requirements of the post

	Essential
	App form & Interview

	SKILLS
	Excellent organisational skills, able to effectively administer own time and prioritise workload.

	Essential
	App form & interview

	
	Excellent knowledge of using outlook, WORD

	Essential
	App form & interview

	
	Previous experience of teaching ESOL to adult learners

	Desirable 
	App form & interview

	
	Excellent communication and interpersonal skills – able to engage with learners and other colleagues.

	Essential
	App form and Interview

	
	Able to express self clearly in writing and verbally and act with authority/confidence

	Essential
	App form and Interview

	KNOWLEDGE & 
UNDERSTANDING

	Able to design and implement Schemes of Work, lesson plans and ILP
	Desirable
	App form and Interview

	


	Able to design and produce lesson and teaching materials
	Essential
	App form and Interview

	
	Understanding and awareness of good practice around health and safety, safeguarding, confidentiality best practice.

	Essential
	App form and Interview

	
	An appreciation of how to practically deliver good practice in diversity and equality of opportunity

	Essential
	App form and Interview

	GENERAL
	Willingness to undergo a DBS check
	Essential
	App form and Interview
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