O-REGEN 
JOB DESCRIPTION

 COMMENTS  \* MERGEFORMAT 


Customer Care Tutor/Assesor
Background
Established in 1998, O-Regen is a community-based development trust based in the London Borough of Waltham Forest.  Its aim is to serve the local community and enable it to thrive through the provision of a community and economic development programme. To this end, it offers a wide range of services to the local community including: training, employment advice funding advice, capacity building, access to financial support, and provision of facilities. 
Introduction

From September 2007, O-Regen will be expanding its provision to offer an alternative curriculum programme for secondary school pupils who are no longer attending mainstream education. Based at out new centre in Hurst Road, the project will cater for the learning, and development needs of young people who have become disengaged from mainstream education in years 10 and 11. It is targeted, in particular towards those young people who are unlikely to re-integrate back into school on a full-time basis.

As part of the provision, O-Regen will offer the participants a comprehensive curriculum of learning, development and enrichment provision incorporating some of the following: 

City and Guilds Level 1 Literacy, PHSE, City and Guild Construction Awards; and Customer Care, and Numeracy/ECDL Level 1.
The young people attending the project will have the opportunity to achieve qualifications and progress to further education, training or employment.

JOB DESCRIPTION

The post holder will work as part of the O-Regen Alternative Provision team and will be responsible for delivering the Customer Care Level Level 1 and 2 Award. 

He/She will have responsibility for delivering training sessions and carrying out assessments for the standard required by the lead industry and awarding body.  You will be required to provide workshops and support to learners in the work settings.

Accountability 

The post holder will report to the Centre Manager and be ultimately accountable to the O-Regen Chief Executive.

Duties and Responsibilities

1. Develop a course programme and scheme of work for award being delivered.

2. Coaching and Assessing learners as required by National Standard

3. Provide advice and support throughout the learners programme

4. Coaching, assessing and maintain a caseload of learners enabling them to achieve their target qualification

5. Carry out regular assessments and accredit learner competence

6. Monitor and completing  records and assessment paperwork 

7. Liaise with staff, internal verifier and managers

8. To be able to work as part of a team and attend internal training, attend team meetings as requested

9. Monitor learners in the work place and carry out assessment/tutoring them in their NVQ qualification

10. Liaise with learners enabling them to realise their career potential

11. Create and produce learners portfolio to agreed standard

12. Develop appropriate resources for teaching and learner

13. Work alongside Skills for Life Tutors

14. Enable and implement skills for life, literacy, numeracy in vocational curriculum

15. Be able to work as part of a team

16. Provide monthly progress report in timely and accurate manner ensuring deadlines are met to the Programme Manager

17. Experience of with 14-19 year olds in secondary schools and training environments

18. Plan and deliver lessons in accordance with O-Regen and OfSted requirements

19. Shows commitment to treating learners fairly and as an individual

20. Shows commitment to O-Regen’s goals, equality, health and safety policies and procedures.

21. Any other duties deemed reasonable by the management
22. Maintain effective and efficient administrative systems for recording progress and sharing information on learner progress with colleagues.

23. Comply, at all times, with O-Regen policies and procedures in relation to equal opportunities.

The job description gives an outline of key duties and is not intended to be an exhaustive list. The postholder may be asked from time to time to take on other responsibilities as reasonably requested by her/his manager.

PERSON SPECIFICATIONS

Essential

1. It is essential that the post holder have D32/33 or A1 qualification
Must have a relevant teaching qualification, PGCE, Cert Ed
2. Must have excellent communication skills
3. Must have the ability to work and support a range of learners

4. At least 2 years experience working with unemployed young people in a learning environment
5. Proven ability to work collaboratively and effectively as part of a team.

6. An occupation background in customer service/IT is important

Terms and Conditions

Hours
3 days per week, 27 hrs per week (Term Time Only)
Salary £23,389 pa
Closing Date Monday 17th August 2009-08-06

For more information please contact De Mason on business@college-o-regen.co.uk or telephone 0208 498 4770 or Jennifer Muschett on 0208 498 4770

