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JOB DESCRIPTION 
 

TITLE:  Essential Skills Tutor 

REPORTS TO Essential Skills Coordinator 

RESPONSIBLE TO:  Operations Manager 

PURPOSE: To promote and represent the company in accordance with our 
Ambition, Values and Behaviours.. 

 To provide training and on-going support to all staff across the 
Company in all areas of Essential Skills; and to carry out 
diagnostic testing with all Learners identified at Entry Level 3 
and below ensuring all company procedures and 
documentation are adhered to.  

 
KEY ACCOUNTABILITIES: 

• To maintain a high standard of training and assessment for all learners engaged with 
the company. 

• To comply with the Essential Skills requirements as defined by the appropriate QCF 
awarding bodies. 

• Ensure all necessary paperwork / documents are completed and maintained to the 
correct standards and requirements and carry out self-inspection as and when 
required, to ensure quality standards are being met 

• To develop schemes of work, lesson plans and resources in line with current training 
requirements. 

• To maintain and promote safe working practices for self and others ensuring that all 
training materials and training environments conform to prescribed health and safety 
requirements. 

• To present a positive professional role model to learners impacting on standards, 
ethics, practices and behaviour. 

• To embrace and integrate equality, professionalism and integrity into all aspects of 
the assessment/training programme. 

• Effectively administer WEST support to learners. 

• Complete all necessary documentation and provide additional learning support for 
learners who are Entry 3 and below to achieve the required qualification. 

• Continual liaison and support across the Company regarding any queries in the 
delivery of Essential Skills. 

• Be a point of contact for Learners for any queries relating to Essential Skills 

• Support Learners with additional learning needs (e.g. dyslexia) 

• Liaise with Essential Skills Coordinator regarding External Verifier visits and support 
preparation for External Verifier visits 

• To attend and participate in all meetings and training initiatives as requested by 
managers/ Coordinators. 
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• To play an active role in the induction, development and support of new and existing 
members of staff. 

• If required attend Focus Group meetings and networking events. 

• To be proactive in self-development (CPD) in line with company requirements. 

• To perform any reasonable task requested by the company. 
 
OTHER: 

• This post requires mandatory registration with the Education Workforce Council 
(EWC) as a prerequisite to employment. 
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TITLE:  Essential Skills Tutor 
 
PERSON PROFILE:  
 

CRITERIA ESSENTIAL DESIRABLE 

Knowledge Essential Skills knowledge 

Knowledge of additional 
learning needs of Learners, e.g. 
dyslexia 

Microsoft Word 

Microsoft Excel 

Microsoft PowerPoint 

Microsoft Outlook 

Google suite 

 

Skills and abilities Good communication skills, 
both written and oral 

Good people skills including 
listening skills 

Good Planning, prioritising & 
organisation skills with the 
ability to meet deadlines 

Good time management skills 

Be able to work on your own as 
well as part of a Team 

Full, clean driving licence with 
own transport 

 

Experience Previous experience of Basic 
Skills Quality Standard 

Previous experience in an 
Education and/or Training 
environment 

Previous lesson planning and 
classroom management 
experience 

Previous experience of working 
with young adults in a learning 
environment 
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Previous experience of working 
with Learners with additional 
learning needs 

Understanding of the various 
‘life’ issues that young adults 
encounter  

Behavioural Competencies Professional attitude 

Good Team player 

Be approachable 

Support and motivate 

Self-motivated 

Passionate about what you do 

Be Flexible 

Hardworking 

Reliable 

 

Academic and Professional 
Qualification 

PGCE or equivalent Teaching 
Qualification                                   

  

A1 Award 

Level 3 Practioners 
Qualification 

 

Welsh Language skills  The ability to work in the 
medium of welsh  

 
In addition to the above duties the post holder must be prepared to undertake such 
additional duties which may result from changing circumstances, but which may not of 
necessity to the general character or level of responsibility to the post. 
 
Employee: ___________________                                    Date: ____________ 
 
Manager:   ___________________                                    Date: ____________ 
 
 

 


