Groundwork London Job Description
Job Title:

ESOL Tutor
Responsible to: 
Training and Skills Manager

Responsible for: 
Sessional staff and Volunteers
Location: 
Groundwork London’s offices with a requirement to work across London, primarily in Westminster, Hammersmith & Fulham and Kensington & Chelsea (working from home during Covid-19 social distancing measures).
Job Background

This role will work across two projects; IMPACT and CIRCLE, both programmes are designed to support refugees and migrants to integrate into UK society through a range of holistic activities, coordinated and delivered through 3 key areas: Language, Preparation for Work and Cultural/Community activities. 

The ESOL Tutor will be responsible for delivering group as well as one-to-one conversational English Language sessions, under the ‘Language’ strand of both programmes. By providing conversational English language support, the programme seeks to improve participants’ ability to communicate with UK citizens and access services.
Main Objectives
· Develop and deliver a programme of ESOL (English for Speakers of Other Languages) 
· Develop, use and promote the use of participatory methods including conversational classes, one-to-one support, volunteer-led sessions, art based sessions, real-life context, and/or other participatory English teaching methods, which are responsive to the needs of refugee and migrant participants.  

· Support individual learners to achieve their learning aims by addressing their literacy and skills needs. 
· Quality assure the delivery of English, using continual evaluation, test and learn methodology and participant/ peer feedback. 
· In carrying out the above activities, support refugees to integrate into their communities. 

Key Tasks & Responsibilities
1. Language sessions

· Carry out the bksb ESOL Initial Assessment process and develop Individual Learning Plans for all participants and any other relevant documentation. 

· Produce a programme of activity, responsive to learners needs, using participatory methods. 

· Deliver English classes, using a combination of face-to-face or virtual sessions (using technology such as online platforms where appropriate).

· Prepare and adapt teaching materials including handouts, assignments, booklists and assessment papers, to enable all learners to progress. 

· Produce and deliver appropriate individual and group exercises, in order to achieve the Individual Learning Plan

· Assist learners to produce work in accordance with standards. 

· Provide a supportive role and motivate learners to successfully overcome the barriers to learning English and/or gaining qualifications and employment by working in partnership with the Employment Advisers on both IMPACT and CIRCLE programmes.   

· Build communications with learners; take a helpful and positive approach with a caring and considerate manner. 
· Where appropriate, provide teaching and assessment opportunities in line with the relevant awarding body requirements to promote access to achievement. 

2. Building partnerships
· Work with partner organisations including referral partners to ensure individual pathways are supported by a full package of services and lead to the development of skills and motivation. 
· Attend community events, open days, jobs fairs etc with a view to meeting and engaging residents and identifying learning opportunities.

3. Monitoring, reporting and evidence collection
· Obtain/record detailed information regarding learners’ skills level, short, medium and long-term aims; tracking their progress throughout the lifetime of the project including all Individual Learning Plans. 

· Ensure that both programmes work are effectively monitored and evaluated, contributing to high quality communication (including verbal and written reports) to and between partners, funders and stakeholders. 
· Quality check delivery, using continual evaluation, test and learn methodology and participant and peer feedback.
· Maintain accurate, auditable records of interaction with clients, including both qualitative and quantitative data in the form of paper based and online/electronic data management systems.

· Undertake all monitoring and evaluation in line with our funders requirements and keeping accurate and detailed records. 

· Collect and store personal and sensitive data in line with Groundwork’s GDPR regulations and all funders requirements. 

· Assist management in completion of administrative tasks associated with language sessions and projects. 

4. Development and fundraising

· Contribute to the development of fundraising applications where appropriate and support the relevant teams to compile funding bids and tenders, as required.

5. Organisational development 

· Liaise with other community practitioners across Groundwork London and Groundwork South to share best practices, ensure effective programmes delivery on cross-themed projects, replicate development opportunities and maximise team skills.
· Provide effective management of staff and volunteers as required.
Other Responsibilities
· Undertake any other related responsibilities commensurate with the evolving objectives of the post and the evolution of Groundwork, as may reasonably be requested by the line manager and Senior Management teams.
· Work with due regard for Groundwork’s core values and objectives, and Groundwork’s commitment to best practice and continuous improvement.
· Ensure the effective implementation of and adherence to, Groundwork South’s Equality and Diversity, and Health and Safety policies and procedures.

· All staff, the Board and volunteers will actively support, in their daily operations and duties, Groundwork South’s Environmental Management System.
Personal and Professional Development
· Participate in the Groundwork’s Performance Management and Appraisal process, and agree short, medium and long-term goals with line manager, and with direct line staff.

· Identify learning and development needs with line manager and evaluate Training & Development to demonstrate needs have been met.

· Share best practice and achievements, and actively seek opportunities to present outcomes and case studies.

· Contribute to the learning of others across the organisation by sharing knowledge and skills both informally and formally by participating in the trust’s training and development programme.
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Person Specification  
Note to Applicant:  When completing your application form, you should demonstrate/evidence the extent to which you have the necessary education, experience, knowledge and skills identified as required by the application criteria for the post. 
	Position Name:  ESOL Tutor

	Job Factors
	Criteria No
	Person Specification Criteria
	Ranking
	Criteria to be tested by the following documents and/or activities

	
	
	 
	E= Essential
D = Desirable
	Application Form
	Interview
	Certificates or Qualifications

	Qualifications & Experience
	1
	A qualification or equivalent experience in teaching ESOL or TSOL to adults
	E
	(
	 
	(

	
	2
	Certificate in Education or equivalent or PTTLS, DTTLS. Ability to deliver skills qualifications in conjunction with ESOL and IAG. (Desirable, not essential) 

	D
	(
	 
	 (

	Competencies
	3
	A proven record of developing curriculum/programmes of learning and of planning & delivering, on a roll-on, roll-off programme. 
	E
	(
	( 
	 

	
	4
	Experience of managing and teaching ESOL or literacy in group and one to one settings 
	E
	(
	 (
	 

	
	5
	Experience of managing staff and/or volunteers 
	D
	(
	(
	 

	
	6
	Have experience of conducting bksb initial and diagnostic assessments, analysing results and producing individual learning plans, specific to the learners needs. 
	D
	(
	(
	 

	
	7
	Speaker of another language, such as Arabic 
	D
	(
	(
	 

	
	8
	Ability to motivate and inspire people facing multiple barriers to integration through the delivery of quality language sessions 
	E
	(
	(
	 

	
	9
	Ability to organise work to deal effectively with competing demands, and manage a varied workload against deadlines in a target driven environment
	E
	(
	(
	 


	Position Name:  ESOL Tutor 

	Job Factors
	Criteria No
	Person Specification Criteria
	Ranking
	Criteria to be tested by the following documents and/or activities

	
	
	 
	E= Essential
D = Desirable
	Application Form
	Interview
	Certificates or Qualifications

	Competencies
	10
	Ability to keep accurate records including client development logs, monitor and evaluate progress against targets, and complete funders’ and awarding bodies’ paperwork
	E
	(
	(
	 

	
	11
	Ability to produce appropriate learning resources designed for group or one-to-one lessons.
	E
	(
	(
	 

	
	12
	An empathy with the customer group and experience of overcoming complex barriers, a background in working with unemployed and/or disadvantaged people and in a challenging environment.
	E
	 
	(
	 

	
	13
	The ability to handle challenging situations whilst remaining calm and in control especially in a group situation.
	E
	(
	(
	 

	
	14
	Ability to use MS Office (Word, Excel), Internet and Email. Ability to use, and deliver session’s virtually using, live video streaming software, such as zoom or MS teams.  
	E
	 
	(
	 

	Additional requirements
	15
	Understanding of Equal Opportunities, Health and Safety and Data Protection policies with specific attention to health and safety requirements when organising off-site activities.
	E
	(
	(
	 

	
	16
	A willingness to be flexible in work patterns and to fulfil occasional evening and weekend duties 
	E
	(
	(
	 

	
	17
	Commitment to Equality & Diversity and Equal Opportunity and an ability to demonstrate an understanding and commitment to equal opportunities in practice. 
	E
	 
	(
	 

	
	18
	Knowledge and understanding of GDPR to manage and store personal and sensitive personal data.
	E
	(
	(
	 
 


Appointment to this role is subject to an enhanced Criminal Records check through the Disclosure and Barring Service (DBS)
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