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The Post

This role is based in Continuing Education in the Faculty of Humanities & Social Sciences.

Continuing Education has a long and proud history of providing a wide range of high quality programmes to the public as part of the institution's mission as a civic university. It has a unique place in the history of the University and the City. CE tutors have the teaching skills and enthusiasm to help us to create a vibrant community of students and staff united in the pursuit of learning. A CE tutor’s commitment is to the whole Continuing Education programme by alerting students to the diversity of opportunities available and by helping us to communicate these to the wider public.

CE Tutors are appointed on a teaching contract with an agreement to deliver high quality teaching, with associated student support, administration and continuing professional development. CE Tutors will have demonstrable expertise in their discipline and will show aptitude and should  have some experience in teaching adults. Role holders are educated to degree level or equivalent and with the personal and professional skills to work in this highly demanding arena.

The role holder is a full member of the Continuing Education Team and so contributes to the development and delivery of approved CE courses within their discipline as agreed with the Academic Director. In addition, the role holder agrees to undertake an appropriate level of preparation and associated marking and to undertake any necessary of professional development (which may include peer review of teaching). 
Core Accountabilities

· Teach CE courses to the high standard expected of programmes across the University

· Agree in advance of a course running, the course title, syllabus and content, dates, venue ( which maybe online) and times of the course. 
· Continue to reflect on, develop and refresh subject discipline knowledge and teaching methods to ensure currency and quality in course content and delivery. 

· Provide resources and support of a high standard to students so that student learning is enhanced. (including quality of supporting materials, lecture notes, , up to date readings etc)

· Provide students with help and advice as appropriate to support them in their current studies and in progressing to further learning.

· Work directly with the Academic Director to identify and develop courses that are appropriate for Continuing Education students.

· Ensure that required information is communicated to CE administrative team in a timely manner, and that paperwork (eg registers and evaluation forms, marked assignments) is completed and returned within the requested timescale.

· Use standard media (email, web, CANVAS, ZOOM, teams  Multi-media resources) to aid communication with CE staff and to support teaching

· Ensure that Health and Safety requirements within classrooms, whether in University accommodation, online,  or external, are adhered to and where there are concerns to report these as soon as possible.

· Conform to the University policy on Equality 

· Support the development of teaching quality through attendance at meetings and training events as requested and supporting peer review of teaching (either by reviewing others or being reviewed)

· Promote the development of and dissemination of information about Continuing Education to students through social media.
· Demonstrate sound time management and organisation skills, being able to manage work in response to changing priorities, circumstances and workload.

· Complete the University’s mandatory training modules

· Undertake any other related duties which may be required in the management and delivery of CE commensurate with the grade and hours of appointment.

	Person Specification


	ESSENTIAL CRITERIA


	DESIRABLE CRITERIA

	(Identified from – Application form, CV, Supporting Statement, Interview, References)

	EXPERIENCE



	
	Extensive subject expertese and of  teaching & assessment
	Experience of teaching at HE level 4

	
	
	Experience of Teaching adults

	EDUCATION, QUALIFICATIONS AND TRAINING

	
	University degree in cognate specialist subject 

	PGCE  or equivalent qualification in teaching

	
	
	A  postgraduate qualification 

	SKILLS, GENERAL AND SPECIAL KNOWLEDGE



	
	Detailed and extensive knowledge of the subject to be taught , to at least first degree level 
	Knowledge or experience of preparing online learning materials to supplement classroom provision

	
	Good IT Skills
	Awareness of EDI issues and their importance in provision of quality teaching opportunities 

	
	
	

	PERSONAL ATTRIBUTES AND CIRCUMSTANCES



	
	Organisational skills /working to deadlines
	

	
	Good communication skills and the ability to motivate adult students
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CONTINUING EDUCATION TUTORS 














Faculty: Humanities and Social Sciences, Department of Continuing Education 





Location: University Campus					Grade: 6 


			


Tenure: 1 year initially   


	


Hours of work: Part-time 	





Salary: £16.23 per hour plus 13% holiday allowance on a zero hours contract.


	Tutors are paid one-hour preparation time for each hour of contact teaching time. 


						


          


	





Informal enquiries to Dr Glenn Godenho – directce@liverpool.ac.uk














General Information


Asylum & Immigration


The University will comply with the Immigration, Asylum and Nationality Act 2006, which requires all employees to provide documentary evidence of their legal right to work in this country prior to commencing employment. Please be aware that you will be required to bring your passport (and visa if applicable) to interview so that it can be copied and verified by a member of the Selection Panel.  





This post is does not meet the eligibility criteria for Certificates of Sponsorship. 








National Insurance Number


All employed individuals must possess a UK National Insurance Number. Further information and how to apply for a unique National Insurance Number can be found at: � HYPERLINK "https://www.gov.uk/apply-national-insurance-number" �https://www.gov.uk/apply-national-insurance-number�





Diversity and Equality


The University of Liverpool is committed to diversity and equality of opportunity. All employees and applicants for jobs will be considered on their abilities and will not be discriminated against on the grounds of age, caring responsibilities, colour, disability, employment status, gender, gender identity, marital status, nationality, race or ethnic origin, religion or belief, sexual orientation, socio-economic status or any other irrelevant distinction. Training is available to support career progression within the University.





Pension


The Occupational Pension Scheme associated with this appointment is the Universities Superannuation Scheme (USS). You are encouraged to familiarise yourself with the full particulars of the scheme which can be found � HYPERLINK "http://www.liv.ac.uk/hr/pensions/" �here�





Outcome of applications


Vacancies at the University often attract a large number of candidates and it is not always possible to respond individually to every application. If you have not heard from the recruiting department within 6 weeks after the closing date please take it that your application has not been successful.





Expenses and Travel


Travel to the place of work is the responsibility of the employee and expenses for travel to a primary place of work will not be paid. Where agreed, the Department will pay bus or rail travel (standard class only), short distance taxi journeys (where public transport was not feasible), and mileage (for cars) to any required location that is not the primary place of work. Mileage is not paid for journeys of less than 5 miles.


Field trips


Normal class fee, plus travel expenses ( but not travel time), where visit is included in total contracted number of class meetings.


Other Expenses


Other reasonable expenses may be reimbursed if pre-authorised by Department. The purchase of books and other teaching materials can only be reimbursed with the prior agreement of the Department, in which case they will be considered the property of the


Department.


Please note that the University is obliged by the Inland Revenue to deduct tax from fees all tutors. The University is required by the DWP to deduct National Insurance in all cases. 


Tutors are must submit a pay claim monthly in areas and are on the 28th of the following month.  


Marking is paid after the return of all work.
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