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	JOB DESCRIPTION


Title:



Lecturer in Work-based Learning 

Contract type:


0.5 Permanent 
Salary:



Grade 7
Location:
Wales Institute of Work-based Learning (WIWBL)
Reporting to:


Head of WIWBL/Professor – Work Based Learning
	MAIN PURPOSE OF JOB


The post holder will be primarily concerned with providing professional academic guidance and support to employers and employees on customised work-based learning (WBL) programmes.  In the first instance this will include liaison with Further Education Colleges and the Regional Learning Partnership, developing Apprenticeships and Higher Apprenticeship Frameworks, and contribution to APEL and other accreditation initiatives. They will support colleagues across the University of Wales: Trinity Saint David (UWTSD) whilst engaging in the wider field of work-based learning (WBL) through employer engagement, project work and scholarly activity.  Duties will include workforce project development and delivery, acting as a Programme Adviser and APEL Adviser, tuition of agreed modules, accreditation of staff development, marketing, income generation and quality assurance. The post holder will have an in-depth understanding of the learning experience of adult and work-based learners and will have an opportunity to make a significant contribution to learning, teaching and other scholarly activity in this rapidly developing field. 

	SPECIFIC DUTIES

	

	1a  Teaching and learning support – Standard
· Contribute to design of teaching material and deliver within the subject area.

· Identify and use appropriate teaching, learning support and assessment methods at the appropriate level.

· Identify areas where current provision is in need of revision or improvement.

· Evaluate the effectiveness of learning and teaching within their area of delivery.

· Contribute to setting and assessing programmes and provide effective feedback to the learners
· Maintain awareness and apply relevant quality assurance and enhancement.



	1b Teaching and learning support – Job Specific

· Lead the development and design of customised programmes for employers; locate and secure appropriate academic input; support the recruitment and induction of learners.
· Take academic responsibility, where appropriate, as lead tutor and/or Programme Advisers, for a caseload of individual or cohort learners.

· Champion employer engagement and workforce development across UWTSD.
· Effectively support colleagues within UWTSD and engage in the wider field of WBL.


	2a  Research and Scholarship( including analysis work) – Standard
· Reflect on practice and the development of own teaching and learning skills.

· Support the strategic objectives of the University in terms of the institutional, learning and teaching and third mission strategies.

· Engage in subject, professional and pedagogy research as required to support teaching activities.

· Develop and produce learning materials and disseminate the results of scholarly activity.


	2b  Research and Scholarship – Job Specific
· Engage in individual or collaborative scholarly activity that will underpin the learning and teaching process within the delivery of the WBL Programme.  

	3a Communication (oral, written and electronic) – Standard
· Communicate effectively and professionally in both formal and informal situations with colleagues at all levels, University staff, external and internal contacts and in accord with the University regulations ensuring that the University’s Dignity at Work principles are upheld in all forms of communication.

· Routinely communicate complex and conceptual ideas to those with limited knowledge and understanding as well as to peers using high level skills and a range of media.



	3b Communication (oral, written and electronic) – Job Specific
· Collaborate closely and effectively with employees and employer and academic representative bodies e.g. Sector Skills Councils, the Regional Learning Partnership, Higher Education Academy and professional bodies to improve access to and recognition of higher level learning for the workforce.
· Promote opportunities for higher learning in the workplace, contributing to marketing opportunities to encourage participation.

· Act as nominated client manager for a number of employers or specific contracts to maintain good communications with the client throughout the relationship.


	4a Liaison and Networking – Standard
· Participate in and develop external networks, for example to contribute to student recruitment, secure student placements, facilitate outreach work, generate income, obtain consultancy projects, or build relationships for future activities.

· Be able to provide subject expertise to external organisations, including other HEIs.


	4b Liaison and Networking  - Job Specific
· Effectively liaise with other staff involved with WBL, at UWTSD and other FE and HEIs nationally and internationally.
· Liaise effectively with the Research and Development Office, schools and other cross-University functions to ensure delivery of agreed services to clients.


	5a Managing People  -  Standard
· Mentor colleagues with less experience and advise on personal development.


	5b Managing People  -  Job Specific
· N/A


	6a  Planning, Organising and Managing Resources  -  Standard
· As module coordinator, liaise with others (such as support staff, academic colleagues or external influences) to ensure learners needs and expectations are met.


	6b Planning, Organising and Managing Resources – Job Specific
· Prepare appropriate learning resources to supplement the learning and teaching process for work-based learners.


	7a  Teamwork and Motivation – Standard
· Act as a responsible team member, meeting agreed deadlines, leading where appropriate, and developing productive working relationships with other members of staff.
· Contribute effectively and to the work of colleagues, collaborating to identify and respond to the needs of all stakeholders.


	7b Teamwork and Motivation – Job Specific

· Work closely with colleagues on the delivery of specific programmes.  
· Work closely with the Research and Development Office to secure new business through bid writing, personal professional networks and involvement with wider WBL marketing and income generation activities.
· Work closely with the WBL operational team to ensure the smooth operation and customer responsiveness of WBL.


	8a Team Development – Standard
· Support line manager by participating in team development activities.


	8b Team Development – Job Specific
· Attend regular WBL meetings and other relevant meetings organised either internally and externally.


	9a Initiative, problem solving and decision making – Standard
· Adopt and develop learning and teaching styles that lead to quality enhancement and sharing those ideas with others.

· Develop subject expertise to maintain the currency of their academic knowledge and disseminate and apply the result of such scholarly activity.

· Adopt responsibility for the delivery and assessment of programme.

· Collaborate with colleagues on the implementation of assessment procedures.

· Tackle issues affecting the quality of delivery within scope of own level of responsibility, documenting the issues and referring more serious matters to others, as appropriate.


	9b Initiative, problem solving and decision making – Job Specific
· Develop own learning and teaching approach and share identified good practices with colleagues.
· Be highly skilled in the understanding of issues facing employers and be able to place such issues in a HE learning and development context.
· Recognise problems affecting the quality of programme delivery and learners progress within own areas of responsibility, documenting the process and referring to others, as appropriate.

· Lead the development and design of customised programmes for employers.


	10a  Pastoral Care and Welfare – Standard
· Be responsible for the pastoral care of learners within a specified area.


	10b  Pastoral Care and Welfare – Job Specific

· Act as a personal tutor for a group of learners. 


	11a Sensory and Physical Demands – Standard
· Prioritise and balance various work load demands.

· Complete set tasks in accordance with pre-determined parameters, for example within budget and on-time



	11b Sensory and Physical Demands – Job Specific
· Manage time effectively to allow opportunities to undertake teaching, scholarly activity and administrative duties linked to one’s own specific responsibilities. 


	12a Work Environment – Standard

· Depending on area of work and level of training received, may be expected to conduct risk assessment and take responsibility for the health and safety of others.

· Demonstrate willingness to work flexibly to meet the needs of the Institute and the University.


	12b  Work Environment – Job Specific
· Manage risk in a prescribed set of areas as determined by line manager.


	13a Knowledge and Experience – Standard
· Possess sufficient breadth or depth of specialist knowledge in the discipline to develop and deliver learning programmes and the provision of learning support.

· Use a range of delivery techniques to enthuse and engage learners.

· Undertake relevant University staff development.


	13b Knowledge and Experience – Job Specific
· Take advantage of relevant staff development or training opportunities that will further enhance the post holder’s knowledge and understanding of WBL.   



	GENERAL DUTIES

	1. Undertake personal Health and Safety responsibilities in accordance with the H.A.S.A.W.A 1974 ensuring that safe systems of work are complied with.

2. Be aware of and take action to report any potential workplace/personal hazards to Health & Safety.

3. Where specific Health and Safety guidelines relate to your post ensure that all duties are carried appropriately.

4. Operate within the terms of University policies and procedures always ensuring that all work and work related activities are operated in accordance with Equal Opportunities, Dignity at work principles, Data Protection Legislation and UK Border Agency regulations.

5. Demonstrate knowledge and understanding and positively promote equality of opportunity.

6. Operate within the standards incorporated within the University’s Welsh Language Plan. 

7. Be adaptable to change and have an ability to acquire new and relevant skills and knowledge by taking appropriate responsibility for own personal and professional development.

8. Take appropriate care to ensure that University equipment, facilities and infrastructure are not defaced or damaged.

9. Support and promote the University’s sustainability commitment and carry out duties in an ethical and responsible manner.


NB This job description currently applies but duties may be allocated from time to time which are appropriate to the grade and post and which are not of a substantial ongoing nature to affect the grading of the post.
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	PERSON SPECIFICATION   

	


	Description
	Essential
	Desirable
	How Evaluated

	Education and Qualifications

a)    First Degree or equivalent professional qualification in WBL related area
b)     Teaching qualification in FE/HE or Postgraduate management qualification
c)     Masters or doctoral level qualification
 
	*
*
	*


	Application form and evidence of qualifications

	Experience

d) Previous experience of credit systems, e-learning, QA procedures and learning support issues gained in the FE environment
e) Understanding of APEL, competency based education, theories of adult learning, work-based learning and negotiated curricula.

f) Knowledge of current agendas for employer engagement and workforce development at HE level.
g) Specific experience in delivering Apprenticeship Frameworks

h) Experience in writing bids for funding and costing 

	*
*
*

*

*
	
	Application form and interview and references


	Aptitudes and Skills

i) Possesses good interpersonal and communication skills with the ability to communicate effectively at all levels.

j) Ability to win business by effective networking and by relating to business needs and requirements

k) Ability to demonstrate effective organisational skills.

l) Ability to apply attention to detail when required.

m) Ability to communicate through the medium of welsh – oral and written

n) Ability to meet tight deadlines when required

	*

*

*

*
*
	*


	Application form and interview 



	Personal Attributes

o) Capability of demonstrating self motivation.

p) Demonstrates respect for diverse range of people.

q) Recognises the importance of building sound working relationships

r) Ability to work effectively as an individual, as part of a team and in partnership with others.

s) Ability to work unsupervised and to direct own work
t) Recognises the need for and demonstrates appropriate confidentiality

u) Adopts a positive approach to personal learning and development.

	*

*

*

*

*

*

*
	
	Application form and interview 

	Circumstances
v) Ability and preparedness to work flexibly and willingness to travel regularly in the region and occasionally across the UK.

	*
	
	Application form and interview 


It is in your own interest that you are explicit in your application about how you meet the stated criteria.  You are encouraged to provide relevant and explicit examples, (obtained from the workplace, voluntary or community work or any other appropriate situation) so that the short-listing panel are able to clearly identify where your knowledge, and experience matches the criteria identified in the post.  
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