

    


JOB DESCRIPTION 

	Job Title:         
	Programme Tutor Assessor (Data & AI)


	Job Purpose:
	Delivery of inspring teaching, learning, assessment and support to enable high levels of learner achievement, completion and progression, whilst engaging learners and employers with learning programmes.


	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, 
· Support 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 all organisational policies and procedures (including Equality & Diversity, Health & Safety and Safeguarding), adopting a personal responsibility to ensure their own health and safety and that of their colleague’s and learners;
· Correctly complete all required documentation, in line with organisational requirements to meet internal and external audit and quality assurance requirements;
· Be committed to their own personal development including, where appropriate, undertaking the required CPD to maintain occupational competence and professional status;

Key Objectives: 

· Deliver 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 learner 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 Education. 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).   

Knowledge

For Data:

· Understand types of data, Common sources of data, Data storage formats and their importance for analysis, Data element formats and how their selection can impact precision, analysis and communication.
· Understand how to access and extract data from already identified sources, how to collate and format data in line with organisational standards, how to combine data from multiple sources
· Understand why it may be important to anonymise data and how to anonymise data. 
· Understand the management and presentation tools to visualise and review the characteristics of data.
· Understand communication tools and technologies for collaborative working, including the ability to share data and findings of data reviews, communication methods, formats and techniques to help audiences understand data findings and their implications.
· Understand the capabilities within data analysis, visualisation, and querying tools, how to filter details, focusing on information relevant to the data tasks and purpose, basic statistical methods to extract relevant information from structured and unstructured data, common data quality issues that can arise 
· Understand methods of validating data and the importance of taking corrective action.
· Understand Legal and regulatory requirements surrounding the use of data and the ethical use of data, including in relation to its use with Artificial Intelligence and other automated systems, and the potential impacts of unethical use of data on the organisation.
· Understand the relationships between data, machine learning, Internet of Things (IoT), Artificial Intelligence (AI) and Generative AI. 

For AI:

· Understand the role of organisational leadership in responsible AI adoption, including setting values, policy, and strategy. The business case for ethical AI adoption, including reputational risk, staff morale, and long-term sustainability, the potential social and economic impacts of AI and automation on different roles, the methods to identify opportunities to enhance productivity such as improve processes, reduce waste, increase user or customer satisfaction or optimise outcomes.
· Understand the legal and regulatory frameworks including employment rights, equality, and responsible automation, data protection and GDPR. Ethical principles and professional standards relevant to AI development such as fairness, transparency, and accountability.
· Understand the importance of designing AI and automation systems that augment rather than replace human work, where feasible and the capabilities, benefits and risks of automation, AI and digital tools, the risks and implications of on-premise, cloud-based and third party solutions.
· Understand AI and automation concepts, models and limitations, sources of error and algorithmic bias, including how they may be affected by choice of dataset and methodologies applied, fairness metrics and mitigation approaches.
· Understand user requirements when designing and implementing AI and automation solutions including accessibility considerations, product development lifecycle including consideration of user experience (UX) principles such as user centred design (UCD), data informed design and experimental testing.
· Understand how to assess the viability of solutions, principles and application of testing methodologies and their application in practice, principles to ensure accountability and compliance, including methods to identify system vulnerabilities and mitigate threats or risks to assets, data and cyber security.
· Understand the principles of human oversight and human AI collaboration to achieve shared outcomes, feedback and evaluation loops to improve systems, processes, productivity and performance including human in the loop safeguards.
· Understand collaborative working principles to explore AI and automation solutions and implement prototypes, pilots or proof of concepts, mitigation strategies for post-deployment issues such as overreliance and automation bias.


Skills

For Data:

· Able to select and migrate data from already identified sources, format and save datasets, summarise, analyse and explain gathered data, combine data sets from multiple sources and present in format appropriate to the task, use tools and/or apply basic statistical methods to identify trends and patterns in data.
· Able to identify faults and cleanse data to improve data quality, audit data results for maintenance of data quality, reviewing a data set once all sources are combined, to ensure accuracy, completeness, consistency and traceability from original data.
· Able to demonstrate the different ways of communicating meaning from data in line with audience requirements, produce clear and consistent documentation of the data provided to others and of actions completed.   
· Able to store, manage and distribute data in compliance with organisational, national, sector specific standards and or legislation, considering sustainability and ways to reduce impact. 
· Able to parse data against standard formats, and test and assess confidence in the data and its integrity.
· Prioritise own activities within the context of the duties to be performed, taking account of any known or expected impact on others.
· Demonstrate the ability to use different tools and methods to formulate and utilise effective prompts to research, apply, and evaluate data transformation techniques.

For AI:

· Able to follow ethical, responsible and safe working practices respecting confidentiality and sensitive organisational matters.
· Able to undertake analysis to identify if automation is viable. Including assessing risks such as data quality, process maturity and unintended consequences of AI automation projects, such as the impact on job roles.
· Able to use automation design tools to suit the organisational context to configure, adapt and implement solutions for example Zapier, Make and Power Automate.
· Able to create and refine prompts for AI tools, using iterative testing to achieve accurate and useful outputs and apply analytical and computational techniques using tools and datasets to design, evaluate, and optimise automation solutions.
· Able to integrate AI and automation technologies to collect, process, and manage data effectively, enabling intelligent and efficient system operation.
· Able to design, integrate, and test digital workflows and AI automation tools using APIs, connectors, or low-or no-code integration methods, iterate solutions based on testing and feedback to ensure reliability, security, accessibility, and alignment with organisational needs, identify opportunities to deliver automation, support in the identification and evaluation of opportunities for increased productivity. 
· Able to contribute to sustainable and efficient AI and automation solutions, apply ethical and human-centred design principles when scoping, developing, and deploying automation and AI solutions, underpinned by robust governance.
· Able to undertake data analysis, preparation, and conversion to support automation solutions, present and communicate information including the translation of technical concepts into accessible materials to support clear dialogue with stakeholders.
· Keep up to date with existing, evolving, emerging technologies and sector trends in AI, automation and technology including methods to evaluate vendor and supplier solutions.
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