

    


JOB DESCRIPTION 

	Job Title:         
	Programme Tutor Assessor- Content Creator 


	Job Purpose:
	Engage learners and employers to learning programmes, delivering high quality teaching, learning, assessment, and support to enable high levels of learner achievement, completion, and progression.


	Reports to:         
	Programme Delivery Manager

	
	


Key Responsibilities:

· Plan and deliver teaching, learning and assessment with learners through individual and group arrangements, using face to face contact in classroom / workshop / workplace settings as well as online methods, supporting the development and production of teaching and learning materials and resources in both manual and electronic formats;
· Ensure learning programmes meet the requirements of awarding bodies and funding bodies and that quality and performance targets are achieved;
· Develop professional working relationships with employers, learners and other key stakeholders;
· Enable learners to increase their skill levels and receive a high-quality learning experience;
· Support the recruitment of employed and unemployed young people and adults to learning programmes, generating new business opportunities within programmes, ensuring learner caseload is maintained;
· Review learner progress, set targets with learners and provide learners with good information advice and guidance to assist their progression;
· Monitor learner attendance, achievement, progression and satisfaction;
· Engage employers with learning programmes, ensuring they are involved in progress reviews, informed of the development, progress and achievement of their learners and updated about programme delivery and requirements;
· Support all internal and external learning and programme evaluation, moderation and verification, including learner and employer feedback and preparation for internal and external audit, review and Ofsted Inspection;
· Actively participate in all quality improvement processes, including observations of teaching, learning and assessment and the review, production, organisation and implementation of documentation related to learning programmes;
· Maintain learner records to ensure they meet internal quality standards and the requirements of awarding bodies and funding bodies;
· Produce accurate and timely reports for all programmes; 
· Operate information technology effectively, including Microsoft Office;
· Ensure that all correspondence from the organisation is of the required standard and tone.

These duties and responsibilities form the main part of this Job Description, however, the employer reserves the right to vary and/or change some or all the above to meet the needs of the organisation.

The post holder will:

· Follow organisational Equality & Diversity, Health & Safety and Safeguarding Policies and Procedures, adopting a personal responsibility to ensure their own health and safety and that of their colleague’s and learners;
· Follow all organisational policies and procedures and contribute to their review and development;
· Correctly complete all required documentation, in line with organisational requirements to meet internal and external audit requirements;
· Be committed to their own personal development including, where appropriate, undertaking the required CPD to maintain occupational competence and professional status;
· Ensure all Rooms and work stations used are fit for purpose including cleaning/tidying and equipment

Key Objectives: 

· Support the delivery of learning programmes and provision to ensure contract and funding opportunities are maximised; 
· Maintain high quality standards across all learning programmes, ensuring success rates remain high and observations of teaching, learning and assessment are at least good; 
· Achieve targets in relation to starts, attendance, retention, achievement and progression across all learning programmes.

Person Profile:

Qualifications

The job holder must be occupationally competent, having achieved the relevant qualifications in the sector in which they deliver.  They must have also achieved or be willing to achieve, DTLLS/CertEd or the Level 5 Diploma. In addition, where occupational competency qualifications will be delivered within the role, they must hold or be willing to achieve the assessor award (D32/33/A1/CAVA).   


Experience 

· Experience of Marketing online via various social media platforms – (including Instagram; LinkedIn; Snapchat; Tik Tok)
· Practical experience in the use of cameras and studio setup.
· Experience in the use of Canva.
· Experience of implementing creative and marketing concepts.
· Experience of industry and commercial business awareness.
· Experience of scheduling and planning of content across multiple channels.
· Experience of developing new campaigns.


Knowledge

· Methods used to segment and understand core audiences and how to plan content for these
· Regulatory and legal requirements when using media assets such as copyright, intellectual property rights, GDPR, web accessibility and non-disclosure agreements
· The importance of brand, brand awareness, brand purpose, branding guidelines and the intended audience within a brief
· Ways/methods of engaging with audiences, how to respond to evolving situations, recognise potential threats/issues and when to escalate these
· How the structures, regulation and funding of organisations affects creative media activities
· The principles of mapping user journeys to ensure content is focused on maximising engagement
· How web pages are published and how the content can be optimised to ensure high rankings in search engine results
· How to evaluate the success of the campaign against the objectives using available data.

Skills 
· Present ideas, pitches and proposals for creative content to be further developed
· Storyboard and outline script their ideas for content to be developed
· Create or capture visuals and audio using standard packages and equipment.
· Source, obtain and prepare media assets for use; using industry standard packages to adapt and edit content
· Use industry standard tools and content management systems to organise, structure and label content effectively, methodically and securely enabling efficient search and retrieval.
· Analyse the differences between audiences using audience segmentation techniques and data
· Use lessons learned to evaluate the success of the content and identify areas for improvement for future campaigns
· Excellent oral and written communication skills, to produce internal and external reports.
· Excellent presentation skills. 
· Excellent literacy and numeracy skills.
· Knowledge of information technology, including Microsoft Office.
· Ability to prioritise workload, meet deadlines, take responsibility, use initiative and be proactive, incorporating flexibility when required;
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