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	Job Title:


	Functional Skills Co-ordinator
	Post No:
	5162

	
	
	
	

	School/

Directorate:
	
	Department/

Team:
	Information & Strategic Development


	Reports to    (job):
	Apprenticeship Manager

	
	

	Responsible     for (jobs):
	Delivery of FS to Apprenticeship Learners.


Job Purpose

	To deliver FS provision to apprenticeship learners both in College and remotely.


Main Responsibilities

	1. 2.
	Create and provide a calendar of block FS workshops throughout the full year that can be provided to employers and apprentices to include Numeracy, Literacy and ICT

	2. 3.
	FS workshops to be delivered at College and in the workplace

	3. 
	Conduct Initial assessment of apprentices to determine the appropriate FS level and communicate the results to the individual, employer and assessor to help dertemine appropriateness of qualification level

	4. 
	Monitor apprentice progress on FS qualifications and update records for achievement on Smart Assessor



	5. 4.
	As requested,  meet with employers to discuss Literacy and Numeracy staff needs

	6. 5.
	
Be responsible for apprentice registration and test entries and communication of results

	7. 1.
	
Take part in the apprentice review process working collaboratively with allocated Assessors

	8. 6.
	Shrewsbury Colleges Group actively promotes a ‘safeguarding children and vulnerable adult’ culture. As such employee’s are expected to carry out their role and responsibility in relation to a childs’ or vulnerable adults’ welfare. Employees are expected to access child protection training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of a child or vulnerable adult. We are committed to ensuring that all employees are supported in respect to their safeguarding children and vulnerable adult duties.

	9. 7.
	Work flexibly, undertake training and development, and undertake such other tasks as may be required or directed from time to time to meet the needs of the College

	10. 8.
	Support and promote the College’s equal opportunity, diversity, health and safety, and other policies, processes and objectives


	11. 9.
	Work positively to suggest and deliver quality improvements for your area. Engage with all quality improvements agreed for implementation from both internal and external sources.



Person Specification

	Criteria


	Essential
	Desirable

	Knowledge


	· Hold a minimum Level 4 qualification and a recognised teaching qualification

· Have a knowledge of individual learning plans and target setting
	· Have a Basic Skills qualification or training 

	Skills 


	· Demonstrate the ability to work effectively as a member of a team and liaise with other professionals inside and outside the college

· Excellent communication skills

· An ability to teach maths, ICT and English functional skills up to and including Level 2 
	

	Experience


	· A working knowledge and experience of teaching functional skills

Teaching grade 3 or above in recent external observation process
	· An understanding and experience of the process of internal quality assurance



	Special working requirements


	· A commitment to undertake professional training and development as required
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