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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:
Adult Learning Co-ordinator (Adult Literacies and ESOL)

SALARY:       £25,808 - £29,084



LOCATION:
Fort William


RESPONSIBLE TO:
Adult Learning Manager

JOB PURPOSE: Organise the delivery of adult literacies and ESOL (English for Speakers of Other Languages) provision in the Integrated Learning Communities in Lochaber and ensure Adult Learning is included in the local Community Planning Partnerships.

KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Co-ordinate the delivery of adult literacies in the Associated School Groups (ASGs) in Lochaber.
2. Identify and plan activities around the priority areas and priority groups.
3. Organise ESOL (English for Speakers of Other Languages) provision in Lochaber.
4. Deliver SALL (Supporting Adult Literacies Learning) and ongoing CPD programme for tutors.
5. Support sessional & volunteer tutors.
6. Support adult literacies learners, including accreditation opportunities and progression routes.
7. Collect and collate quantitative and qualitative data to evidence activity and prepare regular reports 

8. Input information on the AYPES Management System

9. Develop links with partner organisations and work on joint projects when appropriate

10. Actively participate in the Adult Learning team

Other Duties:
You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date: January 2018
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:   Adult Learning Co-ordinator (Adult Literacies and ESOL)

LOCATION:
Fort William


ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE 
· Experience of working with adults with low literacies in a community learning environment

· Experience of working with ESOL learners (English for Speakers of Other Languages)

2. EDUCATION AND QUALIFICATIONS

· General degree or equivalent related to teaching or community learning or the demonstration of a high level of expertise

· Completed SALL qualification (Supporting Adult Literacies Learners)
3. SKILLS/ATTRIBUTES GENERAL

· ICT literate

· Ability to work on your own and as part of a team
4. SKILLS/ABILITIES SPECIFIC TO THE POST

· Effective communication skills, organisational skills and time management and administrative skills

· Ability to provide accurate statistical information and reports on a regular basis and meet deadlines

· An understanding of the policy and practice in the field of Adult Literacies in Scotland

· Willingness to work in partnership with other learning providers

5. INTERPERSONAL AND SOCIAL SKILLS

· Ability to work with people from diverse backgrounds

· Respect confidentiality

