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Further Education and Training

Tutor Panel 

(Basic Education and Literacy)
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General Information
TITLE OF POSITION:
Tutor Panel (Basic Education and Literacy)

ORGANISATION:
Donegal Education and Training Board

LOCATION:

           Co. Donegal
EFFECTIVE FROM:
           November 2017
Tutor positions will be offered on a specified purpose acting basis.  All appointments are made in accordance with the Education and Training Board (Act) 2013.
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Job Description

___________________________________________________________ 

FET Tutor Panel (Basic Education and Literacy)
Duties and Responsibilities: 

a) The Tutor shall give tuition in the subject matter of the syllabus/module content to the satisfaction of the Programme Co-ordinator/Adult Education Officer and in accordance with the rules and regulations set down by Donegal ETB. To set tasks to students to be undertaken both at the Centre and elsewhere.

b) To prepare courses, schemes of work, assessment tools and individual lessons appropriate to the needs, interests, experience and existing knowledge of the learners in one’s class

c) Tutors are expected to arrive at a reasonable time before the commencement of the class, so as to enable the class to start at the scheduled hour.  They shall record their attendance by whatever system is prescribed. Any tutor who comes late shall be liable to forfeit all or part of his/her remuneration.  The same rule will apply to early departures.

d) In addition to the work in class, the tutor is required to fulfil such other duties incidental to the proper management of and the evaluation/assessment of the progress of his/her class as may from time to time be required: the payments made for actual class contact hours cover these incidental duties.

e) To mark and assess pupils work and to record their development progress and attainment both in class and elsewhere.

f) To carry out all assessments and evaluations appropriate to delivering QQI qualifications at Levels 1-3.

g) To take part in the programme planning process of policy and aims and in the revision formulation of guidelines.

h) To provide or contribute both oral and written assessments and references both in class and elsewhere relating to the development and learning or individual pupils and groups of pupils.

i) To evaluate and review one’s own teaching methods, materials and schemes of work and to make changes as appropriate on an individual basis or in co-operation with the Co-ordinator/Adult Education Officer and/or SOLAS and/or Inspectorate of the Department of Education and Skills.

j) To keep up to date with current educational thinking and practice both by study and attendance at courses, workshops and meetings.

k) To be responsible for the property of equipment of the Board in charge, at any time, and to supervise the packing or unpacking of that equipment while it is being transported from one centre to another.

l) When a tutor is unable to attend his/her class he/she must notify the Programme Co-Ordinator/Adult Education Officer as early as possible.

m) To carry out the lawful orders of the Board and of its Chief Executive, and to fulfil the rules and requirements of SOLAS and the Department of Education and Skills.

In addition to the foregoing the tutor will be expected to:

•
Ensure all communications with students are appropriate.

•
Encourage students and give praise as appropriate.

•
Treat each student with respect.

•
Offer constructive guidance sensitively with regard to further progression and development.

•
Listen to and respect concerns which students may have with regard to their progress. 

•
Through the syllabus, prepare students for exams where appropriate. 

•
To issue Student Journals at the beginning of each course

•
Maintain a detailed record of work in the Tutor Journal

•
Familiarise themselves with the extensive work of Donegal ETB’s Further Education Services countywide. 

Donegal Education and Training Board:
Donegal Education and Training Board (ETB) is a statutory body which was established on 1st July 2013 under the Education and Training Boards Act 2013 to replace the Vocational Education Committees (VECs).  

This legislation has created a new structure to support the evolution of service delivery, not just in schools under the direct governance of an ETB, but in the wider education and training sector, which has followed on from the establishment of SOLAS, the further education and training authority. 

Overview of Main Services Carried out by Donegal Education & Training Board:

The Board’s Educational & Training Services include:-
· Full-time education in 15 Post Primary Schools/Colleges 

· Outdoor Education Centre at Gartan, Churchill
· Eleven dedicated Further Education & Training Centres located throughout the County

· 2 Training Centres in Letterkenny & Gaoth Dobhair together with extensive county wide Contracted Training Provision

· Five Youthreach Centres
· Training Provision & Apprenticeships

· Part-time provision for adults in schools and numerous community based centres 

· A Youth Services Programme which supports voluntary Youth Groups, Local Youth Projects and Youth Services to provide education, developmental and recreational programmes for young people

· Local Music Education Service 

Staff 

Donegal ETB employees a total of 1,423 staff 
In delivering its services, the Board works proactively with a range of other bodies at local level, particularly in relation to social inclusion initiatives, with a view to ensuring that its provision is satisfactorily integrated with that of other education and training providers and with other agencies with responsibility for related services so that the benefits to the various client groups are optimised.

Person Specification

EXPERIENCE & QUALIFICATIONS

The following are essential requirements for appointment to the panel: 

· A qualification at Level 7/8 on the National Framework of Qualifications or its equivalent, and/or significant relevant work experience; Third level qualification(s) in relevant discipline(s) commensurate with this role would be a decided advantage.
· A Teacher Training Qualification would also be a decided advantage.
· A high level of knowledge and expertise in the area of Further Education & Training, and in particular of adult literacy work

· Experience of tutoring adults, particular in the area of adult literacy

· Experience of Quality Assurance in an Education and Training setting, e.g. QQI.
· Excellent oral and written communications skills

· Excellent ICT and administration skills

· Willingness to work flexible hours 

· Full driving licence and access to a car.

Salary
Remuneration is at specific hourly rates, determined by Donegal ETB in accordance with Department of Education & Skills / SOLAS regulations.

THE SELECTION PROCESS

Completing the Application Form
Applications must be made on the official application form and all sections of the form must be fully completed.

Closing Date
The completed application form must be forwarded to Eileen Doherty, Head of Human Resources, Donegal ETB Administration Offices, Ard O’Donnell, Letterkenny, Co. Donegal, F92 DP98 not later than 12:00 noon on Friday, 17th November 2017 
Application forms sent by post should be posted in sufficient time to ensure delivery by this deadline. 

Selection Methods
These may include:

· shortlisting of candidates on the basis of the information contained in their application to reduce the list of candidates to a more manageable number for interview;

· competitive interview (or interviews) which may also include a presentation by the candidate;

Shortlisting
In the event of a shortlisting exercise being employed a shortlisting board will examine the application forms and assess them against pre-determined criteria based on the requirements of the position.  It is therefore in your own interest to provide a detailed and accurate account of your qualifications/ experience on the application form.

Proposed Draft Appointment Table:

	Tuesday, 31st October 2017
	Position advertised  on Donegal ETB’s website, www.donegaletb.ie 


	12:00 noon on Friday, 17th November 2017
	Closing date for receipt of completed application forms 


	Week Commencing 20th November 2017
	Processing of application Forms, Shortlisting of applicants, if necessary, and arranging of interviews.




