




JOB DESCRIPTION
ACE Study Skills Lecturer AGL3














	1. ROLE SPECIFICS

	Job Title:
	Lecturer – ACE Team Study Skills 

	Grade:
	AGL3

	Reports to:
	Head of ACE Team

	Location:
	London (multi) 

	Department:
	Academic Delivery 

	Vetting Requirement:
	Basic disclosure 



	2. About the role

	What you’ll be doing
	You will be working with the Academic Community of Excellence (ACE) team to support QA Higher Education learners in their maths, digital skills, personal, general academic and professional development.
You will be delivering effective teaching, learning and support enabling learners to gain the skills and confidence they need to succeed as well as excel in their studies.

	Key Responsibilities
	· To provide guidance and support to student groups and individuals
· To plan, prepare and deliver effective and engaging group, one-to-one and drop-in sessions (face-to-face and online) to support and develop students’ learning, maths, digital and academic skills, and wellbeing 
· To signpost students towards appropriate sources of support where necessary
· To keep accurate tutorial records to monitor learner progress and achievement
· To liaise with all staff and attend meetings as required to enhance and maintain the quality of the student experience and ensure ACE interventions are appropriate and timely 
· To deliver engaging and creative learning to meet the needs of the learner
· To develop learning support, maths, and digital skills materials and resources (for face-to-face and online) and maintain them on the Virtual Learning Environments (VLEs)
· To organise and promote Academic Community of Excellence (ACE) at QA events
· To build and grow positive relationships with ACE team colleagues, staff in other teams and various stakeholders where needed 
· To meet partnership and internal quality assurance processes in relation to programmes 
· To maintain personal and professional development in line with agreed appraisal and development programme in order to enhance personal knowledge and contribution to relevant activities
· To contribute to the wider business through sharing of best practice with the wider academic community and supporting or driving business development opportunities
· To carry out administration duties as required

	KPIs & SLAs
	Team Performance 
· Effective team working skills 
· Meeting internal QA and QAA standards 
· Delivering the right support to enable learners to achieve and to progress
· Working with the wider team to ensure the appropriate support and to enhance the student journey
· Delivery of the department’s KPIs
Personal Effectiveness
· Expertise in subject area
· Ability to use a range of learning and teaching approaches
· Ability to use a variety of assessment techniques
· Communication
· Deliver to deadlines and excellent time-keeping
· Appropriate level of knowledge and skills to enable personal contribution to enterprise/professional practice activities
· Compliance of internal policies and procedures
· Compliance of external policies and procedures
· Willingness to engage in the development of the student experience

	Key Working Relationships
	Internal 
· To collaborate with all QAHE staff
· Build rapport and respect within your team 
· Build and maintain good working relationships with all internal colleagues
External
· Build strong relations with students
· Build strong external communication lines with partners and other external stakeholders 
· Manage and expand key relationships with external representatives.




	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	Use the Competency Framework to add Core & Role Specific competencies 

Core
Add core competencies

Role Specific 
Add Role specific competencies 


	Your Experience
	· Digitally and IT competent including knowledge of Excel, Word, PowerPoint, video conferencing software and student records management systems
· Strong planning, organising and delivery skills and ability to prioritise workload
· The ability to take responsibility and to work to given deadlines and targets
· Structured and clear communication skills
· A range of learning and teaching approaches
· A variety of teaching assessment techniques
· Confident and self-motivated with a customer centric focus
· Well organised and methodical
· Able to diagnose learner needs, be adaptive to their requirements
· Ability to solve routine problems using experience and knowledge to overcome barriers
· Skilled in delivering motivational, balanced feedback
· Attention to detail with strong administrative skills

	Your Knowledge
	· Knowledge of the issues and challenges faced by HE students, in particular in widening participation
· An excellent understanding of maths, digital and study skills required at university level 
· Knowledge and understanding of how to adapt your approach depending on each individual
· Knowledge of learning and teaching technology to enhance interaction and to create learner resources (desirable)
· Awareness of Equality and Diversity
· Up to date knowledge of legal policy requirements including Safeguarding; Prevent and Health and Safety
· Appropriate level of knowledge and skills to enable personal contribution to enterprise, professional practice activities
· Understanding of QA at HE level
· Communication within a team environment
· Planning, organising and delivery on HE programmes

	Your Qualifications
	· Post Graduate Qualification (Master’s/DELTA or equivalent)
· Experience of delivering one-to-one maths, digital and academic tutorials and workshops both face-to-face and online
· HE skills tutor experience (desirable) 
· Relevant teaching qualification HEA or demonstrate teaching experience with a commitment to achieving the required Professional Standards for teaching
· Expertise in subject area in one or more of the following areas Business and Management / Finance / IT / EAP
· Ability to use a range of learning and teaching approaches

	What you’ll bring to QAHE
	Must be able to make timely decisions, communicate and action effectively: all decisions taken are in the best interest of the student experience and comply with University regulations and are UKVI complaint




	4. WORKING AT QA HIGHER EDUCATION

	QAHE is a private UK higher education provider working in partnership with UK universities to recruit to and deliver a range of programmes from foundation level to undergraduate and postgraduate degrees. We currently teach over 17,000 students from all over the world. 
We work with our partner universities cover course subject areas including Accountancy, Business, Computing, Cyber, Digital Marketing, Events Management, Project Management and Web Development all delivered in city centre locations.
We believe everyone should be given access to outstanding higher education and our aim is to make that possible.
QAHE is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organisation, we comply with relevant legislation and best practices in safeguarding.
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