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The Forward Trust Job Description
	Position Title
	Tutor/Trainer (vocational training)
	Reports to
	Operations manager

	Location: London




	Introducing Forward Trust



We are The Forward Trust (formerly RAPt and Blue Sky), the social enterprise with charitable status that empowers people to break the often interlinked cycles of crime and addiction to move forward with their lives. For more than 25 years we have been working with people to build positive and productive lives, whatever their past. We believe that anyone is capable of lasting change. Our services have supported thousands of people to make positive changes and build productive lives with a job, family, friends and a sense of community.

	Role/Team Overview


The key responsibilities include: 
· Deliver teaching, learning, assessment & IAG to learners in line with Ofsted, ESFA, commissioners and FT requirements 
· Maintain a caseload of up to 40 funded learners
· Ensure a minimum of 85% of learners achieve their qualification/apprenticeship in a timely manner  Contribute to on-going development of curriculum design & delivery 
· Effectively engage, build relationships and understand employer's requirements
	Accountabilities



· Carry out regular information, advice and guidance, learner visits and evidence teaching, learning & assessment 
·  Support and coach learners through their vocational training, Functional Skills of maths and English and employability support as applicable 
·  Produce high quality learning materials, deliver workshops and blended learning as required. These will be a blend of face to face and remote sessions 
·  Inspire and motivate your learners to develop their Knowledge, Skills and Behaviours
·  Undertake appropriate learning & development activities as required for the role 
· Liaising with the learner and their line manager to ensure that your training is tailored to the specific needs of the learner and the organisation. 
· Actively promote and deliver Equality and Diversity, Health and Safety, Safeguarding and Prevent Policies
· Administration and Reporting 
· Adhere to compliance regulations in line with ESFA and other funder requirements 
· Adhere to Ofsted EIF requirements
· Meet as a minimum the KPI target agreed at performance reviews on monthly, quarterly and yearly basis 
· Plan effective delivery of learning at different employer sites, that could include prisons
·  Completion of portfolios in a timely manner for interim and summative verification 
· Work with the Internal Quality Assurer/Quality Manager to ensure the quality standards are exceeded Communication
· Communicate with Employers and your line manager to give regular updates on learner progress and identify 'at risk’ learners/sites, and produce an action plan
· Proactively establish and maintain effective working team relationships with all support departments.
	Role Criteria 


	Criteria Requirement

	E
	Essential Criteria

	D
	Desirable Criteria

	Criteria Measure

	A
	Application

	 I
	Interview

	T
	Test


Below is a list of the criteria required to apply for this role; please address each of these points in your application. 









	Knowledge, Skills and Experience 

	Minimum of 2 years relevant occupational experience 
	E
	E/I

	Minimum of 2 years training delivery experience in Working to targets
	E
	E/I

	Delivering qualifications (funded, LARs) 
	E
	E/I

	Using e portfolio systems (onefile)
	E
	E/I

	 Delivering Level 1 – Level 3 standards 
	D
	D/I

	Good working knowledge and experience of ESFA, GLA, compliance requirements for funding 
	D
	D/I

	ICT skills, particularly MS products, MIS systems 
	E
	E/I

	
	
	

	
	
	

	Personal Attributes
	
	

	Proactivity – Quick thinking with a high level use of initiative
	E
	

	Resilience – Solves problems, takes learning on board from mistakes to aid personal and professional growth
	E
	

	Adaptability – Can work in fast-paced changing environments 
	E
	

	Confidence – Has confidence in own abilities, has good eye contact and able to communicate clearly and concisely
	E
	

	Team Work – Works in harmony with colleagues to deliver results 
	E
	

	Open to Feedback - Open to constructive feedback in order to further develop
	E
	

	Innovative –  Continually searching for better ways of working 
	E
	

	Qualification
	
	

	Maths and English at Level 2 or equivalent
	E
	E/A

	Level 4 and above Education and Training (FE/vocational training) qualification
	E
	E/A

	A1 Assessor qualification
	E
	E/A

	Member of the IEP/ETF Institute for Learning or other as appropriate

	E
	D/A
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