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8. To mark the register accurately at the start of each session and use the register in 
the event of a fire or other emergency. 

 
9. To ensure that learners complete all of the relevant administrative documentation, 

including Learning Programme Agreements, payment of fees, etc. 
 
10. 7R�NHHS�OHDUQHUV¶�UHFRUGV�DV�UHTXLUHG�E\�WKH�&ROOHJH��LQFOXGLQJ�LQLWLDO�DVVHVVPHQW�

and Learning Agreements records; Individual Learning Plans and progress 
records; exit info for learners leaving a course, wherever possible. 

 
11. To monitor and evaluate courses and to provide feedback to the programme or 

curriculum leader as requested, thus taking responsibility for the quality of your 
teaching. 

 
12. To ensure that all equipment and facilities are used appropriately and safely. 
 
13. 7R�HQVXUH�WKDW�WKH�SRVW�KROGHU�SD\V�GXH�UHJDUG�WR�DQG�IXOO\�VXSSRUWV�WKH�&ROOHJH¶V��

/($¶V�DQG�/6&¶V�SROLFLHV�� LQFOXGLQJ�(TXDOLW\�	�'LYHUVLW\��+HDOWK�	�6DIHW\��''$��
Quality Assurance, etc, and carry out the duties required. 

 
14. To attend and contribute to at least two curriculum meetings per academic year 

and a minimum of one staff training day per academic year. 
 
15. To assist with enrolment and recruitment procedures as appropriate. 
 
16. To ensure continuing professional/curriculum development and to participate in 

training where appropriate, keeping up to date with your own subject(s) as well as 
national and local developments in adult learning. 

 
17. 7R� FRQWULEXWH� WR� WKH� &ROOHJH¶V� PDUNHWLQJ�� SURPRWLRQV� DQG� FXVWRPHU� VWDQGDUGV�

whenever possible and providing feedback to the College. 
 
18. To support the programme / curriculum leader in the successful operational 

management of the curriculum area. 
 
19. To carry out other such duties as may be required from time to time by the Principal. 
 
 
 
GENERAL DUTIES  
 
20. To be responsible for Health & Safety issues in all areas of own work within the 

guidelines stated in the College Health & Safety policy. 
 
21. To take responsibility for own professional development in consultation with Line 

Manager, and be proactive and willing to invest in own development subject to the 
availability of appropriate resources and job/organisational requirements. 

 
22. To participate in the College continuous review (appraisal) scheme and work 

towards achievement and/or exceeding of targets set - including carrying out the 
formal appraisal of subordinate staff where appropriate. 
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23. To carry out all duties and responsibilities in accordance with all College Policies 
and procedures inclusive of Equal Opportunities, Safeguarding and Data Protection, 
core values, behaviours, maintenance of confidentiality and other relevant 
procedures.  

 
24. To be a proactive and effective team member working flexibly and efficiently toward 

the achievements of the department targets leading to the overall College strategic 
targets. 
 

25. To undertake any other such comparable duties as may be reasonably required by 
the Line Manager or his/her delegated deputy. 
 

 
 
TO BE COMPLETED BY THE JOB HOLDER 

I agree the above job description: 

Signature Job holder:  Date:  

Name of Job Holder:  

 
 
TO BE COMPLETED BY THE LINE MANAGER TO WHOM THE JOBHOLDER IS 
RESPONSIBLE TO: 

Signature Line Manager:  Date:  

Job title:  

 
 

This job description is subject to regular review / update as necessary. 
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 ESSENTIAL DESIRABLE 
HOW 

ASSESSED 

Can demonstrate a commitment to safeguarding and 
PREVENT duty 

9  A / I 

Commitment to own learning and development, with 
evidence of CPD 

9  A / I 

Excellent interpersonal skills  9  A / I 

Commitment to teamwork, ability to work flexibly and 
under pressure 

9  A / I 

An excellent team player with a willingness to 
contribute to the development of the College  

9  A / I 

   
 A = Application   I = Interview                


