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JOB DESCRIPTION 
                            
Job Title: Functional Skills Tutor	(English and Mathematics)

Date of issue: January 2026	


Job Purpose 

To deliver Functional Skills Maths and English to young people with autism and/or learning disabilities and adapt teaching methods to enable them to achieve their individual learning aims, ensuring lessons are accessible and engaging.



Reporting Lines and Key Relationships

Reports to: Head of Young People Services

Key Responsibilities and Accountabilities

- Agree on overall programme policy with senior leaders that sets standards and ensures compliance and consistent quality assurance
- Take responsibility for the design, planning and implementation of the curriculum for English and mathematics for all Talkback learners using a combination of accredited and non-accredited methods of delivery relevant to meeting individual needs.       
-  Oversee planned activities to ensure robust and accurate ‘starting points’ are established at the start of each learner’s programme including outcomes from initial assessment during transition-in activities and implement an effective baseline assessment process from which to set timely and appropriate English and mathematics targets.
- Deliver a weekly timetable of high-quality sessions to learners in small groups, modelling good practice to support staff and other tutors and demonstrate how to effectively engage SEND learners in English and mathematics using a wide range of practical and sensory resources and supported by detailed planning that evidences effective sequencing of activities and linking to other curriculum areas.
- Responsible for analysing outcomes from baseline assessments and taking decisions relating to accredited learning and then building effective relationships with relevant awarding bodies, including external verifiers and ensure registrations, reasonable adjustments, documentation and portfolio evidence is of a high quality, up to date and actions completed.
- Responsible for securing positive outcomes for learners and analysing/presenting associated data on rates of success against accredited qualifications and/or non-accredited RARPA target achievement.     
- Take a leading role in setting of all English and mathematics ‘core’ and ’subject’ targets for all learners across the curriculum and monitor progress against them using MIS processes.
-Take decisions in how best to effectively improve learners functional English and mathematics skills by implementing non-accredited methods of delivery for some learners, particularly for those who are unlikely to be successful using an accredited route.     
- Lead on quality assurance activities for English/mathematics delivery or embedding methods including carrying out regular learning visits and desktop quality review audits, providing feedback to individuals.
- Deliver high quality training and mentoring to other tutors and support staff to bring about improvements in English and mathematics delivery. 
- Monitor how learners develop and make progress with their functional English and mathematics skills using an embedded approach in practical subjects such as woodwork and shopping in the local community. 
- Support the leadership team to produce the annual self-assessment report and help drive actions in the quality improvement plan that relate to English and mathematics.    
- Produce and present written reports and/or data analysis to the leadership team as requested. 
- Oversee the production and distribution of bi-annual reports on learners’ progress to parents/carers relating to English and mathematics
- Participate in relevant local and national events & training to maintain relevant knowledge relating to specialist subjects and engage in relevant peer review and development groups to ensure the college shares and disseminates good practice. 
- Ensure stakeholder views are sought on a regular basis and act where necessary to improve aspects of the English and mathematics provision (e.g. surveys by learners, parents/carers, staff and employers).



















  Personal Attributes


Experience, skills and qualifications

	Education & Qualifications
	Essential
	Desirable

	Qualified teacher status (QTS/QTLS)
	X
	

	Specialist qualification in English and/or mathematics 
	X
	

	Minimum level 3 in English and/or mathematics e.g. A-level   
	X
	

	Degree or equivalent (Minimum level 5)  
	
	X

	
	
	

	Experience of 
	
	

	Success as an FE FS/GCSE tutor/leader (minimum 2 years)  
	X
	

	Working with SEND learners (entry level 1 to level 2)  
	X
	

	Working knowledge of initial and baseline assessment processes 
	X
	

	Working knowledge of accreditation processes e.g. registration, IV & EV
	X
	

	Implementing innovative delivery methods to engage SEND learners
	X
	

	Evidencing non-accredited progress e.g. targets/embedding 
	X
	

	Training & mentoring teaching staff in English/mathematics delivery 
	X
	

	Leading on QA activities for English/mathematics delivery/evidence  
	X
	

	Planning a curriculum to enhance learners English/mathematics skills
	X
	

	Establishing & maintaining high quality standards & expectations
	X
	

	Ensuring the programmes adhere to robust safeguarding practices 
	X
	

	
	
	

	Knowledge & Skills
	
	

	Excellent communication skills with a passion for skills development
	X
	

	Ability to inspire and mentor other staff to help with FS delivery
	X
	

	Good track record in how to lead a team of FS/GCSE tutors     
	
	X

	Knowledge & understanding of teaching pedagogy for SEND learners
	
	X

	Monitoring progress for accredited & non-accredited learning 
	X
	

	Understanding RARPA incl. baseline assessment & target setting  
	X
	

	Innovative methods to secure positive outcomes for SEND learners 
	
	X

	Ability to produce written reports and analyse outcomes data 
	X
	

	Good organisational ability and time management skills
	X
	

	Ability to drive improvements & implement strategies for subject 
	X
	

	Lead by example and act as a role model for professional behaviors
	X
	







Attitudes
· A passion to deliver high quality sessions to drive quality standards
· Natural empathy for challenges faced by SEND learners and families
· Strong motivational and organisational skills with good attention to detail
· Good interpersonal skills and ability to engage with stakeholders
· Ability to prioritise, manage workload and lead by example

Other
· Eligible to work in the UK
· Satisfactory enhanced DBS check
· Full UK driving license and access to private means of transport which can be used for work purposes

This job description is intended to be an indication of the scope of the role; over time the role will evolve with changing requirements and technical advances. In addition to these functions, employees are required to carry out such other duties as may reasonably be required.
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Our Safeguarding Statement
Our organisation is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

Rehabilitation of Offenders Act
This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are not entitled to withhold information about convictions, which for other purposes are ‘spent’ under the provision of the Act. 

We are committed to carefully screening all applicants who will work with our vulnerable members, including children, young people and adults with care and support needs. All applicants are expected to undertake employment checks, a Disclosure & Barring Service check and provide previous employment references.

We expect all staff to have a knowledge, understanding of and demonstrated commitment to, Safeguarding Children and Young People (Every Child Matters) and Vulnerable Adults.
All staff must be able to demonstrate the values and behaviours suitable to work with children and young people and provide demonstrable commitment to Equality & Diversity, Child Protection, Safeguarding and Prevent. They must show a desire to challenge inequality, promote diversity and adhere to Talkback’s Policies and Procedures.
Employee
Carry out all duties with an awareness and understanding of the Safeguarding requirements within the area of responsibility. Work complies with all safeguarding policies and procedures that apply to the role. Behavior’s and actions support the safeguarding of children, young people or adults with care and support needs as appropriate.
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DEVELOPING A WORLD OF POSSIBILITIES




