Midstream (West Lancs) Ltd

JOB DESCRIPTION & PERSON SPECIFICATION

OFFICE SKILLS INSTRUCTOR

LOCATION :  Skelmersdale, West Lancashire      SALARY :  £22,000 - £26,000 p.a.

REPORTS  TO  :     Operations/Training Manager

DURATION : Permanent

HOURS :  Full Time 35hrs/wk.  8.45 am – 4.45 pm  Monday – Friday

CLOSING DATE FOR APPLICATIONS : Friday 6th April 2018
SUMMARY OF RESPONSIBILITIES  :

To take responsibility for up to14 young people and adults each day (aged 16 – 60 yrs old) with a wide range of learning disabilities, who may also have health or care support needs. You will be responsible for teaching, measuring progress and ensuring each individual meets their learning goals, targets and outcomes.  You will also be responsible for ensuring individual care and support needs are met, and be responsible for their health safety & wellbeing in a real live open plan office at Midstream. These people are working towards nationally recognized entry level vocational qualifications awarded by City & Guilds in ‘Office & Reception’.  You will manage a small team of Learning / Care Support Assistants and you will be responsible to Midstream’s Training & Operations Manager.  You will become part of a team of qualified teachers, work place assessors and health care professionals.  This position is varied and challenging and demands a variety of skills,  qualifications and experience from a very pro active leader.

MAIN DUTIES :

· To take responsibility for the smooth running of Midstream’s open plan office and reception on an ongoing, daily basis whilst training & developing up to 14 young people and adults with learning difficulties in ‘Office & Reception’.
· Organise the day to day work & training activities within the office.  Ensure that clients are fully briefed, understand and participate in the planned activities, record and measure progression and ensure feedback is given on a daily basis.  Ensure responsible behaviour is maintained at all times. 

· Promote safe working practices,  ensuring health & safety legislation is upheld within the limits of your own responsibilities, on a daily basis.  Produce written risk assessments regarding office activities and occasional external visits.
· Train and assess clients within the framework of nationally recognised qualifications.  Prepare and assist clients in the gathering of evidence.  Maintain assessment documentation in accordance with awarding body requirements on a daily basis.  Produce daily plans throughout the year outlining expected client activity, learning for each day and identify assessment opportunities.  File these records for audit and inspection.

· Produce a detailed scheme of work each year.

· Produce, review and challenge Individual Learning Plans on a weekly basis.

· Produce and execute session plans on a daily basis.

· Produce teaching resources that promote high quality teaching,  learning and assessment.

· Ensure 100% of office clients achieve their expected learning outcomes each year.

· Manage and supervise all Learning/ Care Support staff allocated to the office.  Review own practice and that of the Learning / Care Support Assistants.  Promote own, and the Learning / Care Support Assistants Continued Professional Development. 

· Ensure the most economical use of resources, care and maintenance of equipment.  Report all defective equipment and remove from use until fault is rectified.

· Carry out any other duties as required by the Operations/Training Manager, Financial Controller and/or Chief Executive.

Person Specification

Minimum Essential Qualifications and Experience :

Educational

· GCSE  / O Level passes in five subjects grades A – C which must include English Language and Mathematics Grade C’s (or equivalent).

Vocational
· NVQ L3 Office Skills.

· NVQ L4 Teaching & Learning (or equivalent). 

· A1 / TAQA Work Place Assessors Award.

· Willingness and ability to work towards further qualifications.

Experience
· Must have proven supervisory office & IT skills
· Must have experience working with people with learning disabilities preferably in a learning environment.
Other Minimum Essential Requirements

· Empathetic, caring & supportive

· Reliable, efficient, flexible and adaptable with well developed organisational skills

· Well developed inter personal and communication skills

· Full clean driving licence and have access to transport

The following, although not essential, would be very advantageous :

· PGCE, QTLS / QTS Status
· V1 Work PlaceVerifiers Award
· NVQ L2/L3 Health & Social Care, Nursing skills, qualifications and experience e.g. RNLD / SRN

N/B  Employment offers are subject to a satisfactory Disclosure Report from the Disclosure & Barring Services (DBS) along with satisfactory references and the satisfactory completion of a 12 month probation period.
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