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Job Description
Job title:
Senior Trainer - Engineering
Reports to:
Assistant Director - Engineering

Direct reports:
Mechanical workshop instructors and technician staff

Overall responsibilities

· To prepare, deliver and assess subject specialism on mechanical engineering courses.
· To undertake course administration.

· To be responsible for the day-to-day operational activities in the Engineering Workshop.

Main duties

1. To instruct and train across a range of qualification types and levels.

2. To develop and actively maintain schemes of work for subjects delivered.

3. To plan and prepare practical workshop sessions.

4. To undertake internal verification activities as required.

5. To undertake assessment of students’ practical activities and written work.

6. To prepare reports on students’ progress and performance.

7. To provide written summary reports to course and other managers on individual student progress towards their qualifications.

8. To complete administrative tasks relating to students and courses including registers, enrolment, withdrawal notification, transfers, class lists etc.

9. To supervise/oversee the work of learning support/teaching assistant if/when allocated to the workshop session.

10. To contribute to course team meetings to monitor and review courses.
11. To participate in and lead staff development activities as appropriate.

12. To help in the development of timetables for the workshop.
13. To manage the workshop areas to ensure they remain tidy, interesting and secure and ensure continuous improvement of the facility.

14. To ensure that all staff and students working within workshop areas are aware of the health and safety guidelines relevant for the area and that the guidelines are adhered to at all times.

15. To oversee risk assessments and to ensure that the Health and Safety Manager is made aware of any issues as they arise.
16. To manage the behaviour of all college students within and outside the teaching areas in accordance with the code of conduct.

17. To keep up to date with subject knowledge and other issues relevant to area of work.

18. To attend and participate in programme area and whole college staff meetings.

19. To be responsible for promoting and safeguarding the welfare of children and young persons in the area.

20. To carry out any other associated duties as requested by the line manager
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Person Specification

Job Title:
Workshop Manager - Engineering
	
	Essential
	Desirable

	Qualifications/ Training
	· Willingness to work towards a Teaching in the Lifelong Learning Sector (CTLLS) qualification.

· Assessor (A1) award (or equivalent) in a mechanical discipline. 

· NVQ 3 (or equivalent) in mechanical discipline.
	· CTLLS qualification or equivalent

· Verifier Award (V1)

· First Aid training

· Health and Safety training

· GCSE maths and English (grades A – C) or equivalent

· Safeguarding training

· Equality and diversity training

· ECDL or ITQ Level 2 or equivalent

	Knowledge/ Experience
	· Experience of working within mechanical engineering

· Experience of working constructively to achieve team objectives and deadlines

· Experience of using Microsoft Office

· Experience of working in an educational or training environment as a trainer or instructor

· Knowledge of health and safety issues

· Knowledge of NVQ programmes at all levels

· Evidence of high performance in previous roles/jobs

· Experience of working effectively with people from diverse backgrounds

· Evidence of understanding how to promote equality and diversity within the job role
	· Experience of successfully training a diverse range of students and adapting approaches accordingly

· Experience of training 16-19 year olds
· Experience of the management of a training environment

· Experience of working effectively in a customer focussed environment


	Skills/Abilities
	· Ability to analyse, solve problems and make decisions

· Ability to establish, operate and monitor procedures 

· Ability consistently to provide a high quality learning experience for all students

· Ability consistently to demonstrate high levels of job performance

· Ability consistently to contribute to the provision of a welcoming and supportive environment for students / trainees

· Ability to make a positive contribution to the team, valuing colleagues’ particular professional expertise and respecting other members of the team as individuals

· Ability to carry out College business as appropriate at all times and promote the College’s good reputation within the community
· Ability to plan and organises own workload and juggle a range of tasks and deadlines effectively communicating changing priorities to those involved.


	

	Special Requirements
	· Responsibility for promoting and safeguarding the welfare of children and young persons in the area and College

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people
· Willingness continuously to update skills and knowledge 

· Flexible approach to work and working times 

· Willingness to work at all locations where Bedford College provides a service

· Awareness of health and safety requirements relevant to the job
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