
 
 

LBTH Job Description & Person Specification  
Language Tutor 

 

JOB TITLE: 
Sessional Language Tutor  

GRADE: 
Scale Point 4 – 6 (Qualified) 
Unqualified Rate Point 1 - 3 

POST NUMBER: 
 
 

DIRECTORATE: 
Children’s Services 

DIVISION: 
Youth & Commissioning 

SERVICE: 
Young Community Languages 

RESPONSIBLE TO: Interim Director of Youth Services  

RESPONSIBLE FOR: 
A class of up to 15 learners 

 
DBS Enhanced and Barred List check required 

 

This post is not politically restricted 

JOB SUMMARY 

 Provide high quality teaching, learning, assessment and support for young learners 
(6-18 years old) in a multi-lingual setting, including preparing learners for 
accreditation where required.  
 
To work effectively as a team with management and tutors.  
 
To ensure the curriculum is responsive to external drivers (e.g. Accreditation bodies, 
OFSTED) and is fit for purpose for young residents in the borough.  
 
To assist the service with a full range of curriculum development for the Young 
Community Language programme of children and young people (6-18 years of age).  
 
To contribute to the promotion and development of a culture of community language 
learning in Tower Hamlets 

ROLE REQUIREMENTS 

1.  Deliver safe, high-quality teaching and learning as part of the Young 
Community Languages (YCL) service in the borough in community, 
education and Council settings. 



 
 

2.  Tutor a group(s) of students including preparing 14–18-year-old learners for 
accreditation where required. 

3.  Engage effectively with all quality improvement activities such as: initial and 
diagnostic assessment, individual learning plans, schemes of work, lesson 
plans, learner reviews and progression, learning materials and all other quality 
improvement and course file documentation.  
 

4.  Demonstrate good digital skills and be able to work digitally;  creating and 
accessing shared documents, using learner management systems, and work 
digitally with students and team members and deliver classes remotely if 
needed (Microsoft Teams, Zoom, Online registers etc). 

5.  Contribute to the Young Community Languages service Annual Self-
Assessment Report (SAR) process, the Quality Improvement Plan and the 
Service Development Plan.  

6.  Participate in the observation of teaching, learning and assessment process. 

7.  Complete teaching/classroom risk assessments.  
 

8.  Comply with professional standards and engage in Continuous Professional 
Development (CPD) and staff training programmes to improve the quality of 
teaching and learning and to raise standards of achievement.  
 

9.  Keep abreast of national and local developments with the curriculum area as 
well as up to date modes of delivery (including on-line and distance learning) 
in the Pre- and Post-16 sector and ensure its further developments in Tower 
Hamlets. 

10.  Contribute towards the development of equality and diversity policies and 
practices, including GDPR, Health & Safety, Safeguarding and Prevent.   

11.  Comply with professional standards with regard to teaching and learning 
including attending meetings in line with the national CPD requirements. 

12.  Work as/with the lead Language Tutor for the smooth running of Young 
Community Language classes and provisions, including ordering resources, 
equipment and any other requirements. 

13.  Support the successful promotion of the Young Community Language service 
through a range of publicity and marketing activities.  



 
 

14.  Work with Managers to review curriculum delivery, achieve personal targets 
for enrolments, standards, retention and achievement. 

15.  Meet awarding body requirements for the delivery of verification and 
moderation of accredited programmes through the effective use of Young 
Community Languages policies, plans and procedures. 

16.  Ensure full compliance with GDPR policy, process and procedure ensuring 
systems and procedures are followed for collection, retention and reporting of 
all types of data.  

17.  Undertake any other duties required by the Service, which are commensurate 
with the grade and scope of the post. 

CORPORATE 

RESPONSIBILITIES 

 

1.  Actively contribute to the council’s priorities and outcomes in a 

way that promotes a ‘one organisation’ approach. 

2.  Develop and maintain positive relationships with colleagues, 

stakeholders and communities to ensure the council and the 

directorate strategic priorities are effectively implemented. 

3.  Promote equality among all staff and ensure that services are 

delivered in a non-discriminatory way, which is inclusive of all 

disadvantaged groups. 

4.  Support organisational change and learning, following and 

implementing appropriate systems of self-development, 

communication and engagement, quality measures, 

monitoring and review in delivering the functions of the role. 

5.  Promote sustainability, including encouraging a culture of 

innovation and accountability amongst all council staff. 

PEOPLE  

6.  To promote and safeguard the welfare of children and/or 

vulnerable adults you are responsible for or come into contact 

with. 

7.  Promote equality among all staff and ensure that services are 

delivered in a non-discriminatory way, that is inclusive of all 

disadvantaged groups 

SERVICE  

8.  To maintain personal and professional development to meet 

the changing demands of the job and participate in 

appropriate training/development activities including the 

council’s performance, development and review scheme. 

 

 



 
 
PERFORMANCE  

9.  Work with the Curriculum and Services Managers to achieve 

personal targets for enrolments, retention and achievement. 

OTHER CONDITIONS:  

10.  To maintain personal and professional development to meet 

the changing demands of the job and participate in 

appropriate training/development activities including the 

council’s ‘My Annual Review’ scheme 

11.  To engage and develop all staff in the team to ensure they 

have clear personal development plans. 

12.  Ensure that all duties and responsibilities are discharged in 

accordance with the council’s policies and procedures, Code 

of Conduct and relevant regulations and Legislation. 

13.  To comply with the council’s equal opportunities and diversity 

policies ensuring anti-discriminatory practice within the 

service area. 

14.  To undertake additional duties that may arise from time to 

time commensurate with the grade of the post. 

SPECIAL TERMS AND 
CONSIDERATIONS 

 

15.  To be able to work evenings and weekends, and different days 
with appropriate notice. 

16.  To have a DBS enhanced disclosure that is satisfactory to the 
Council for the     performance of duties in this role. 

17.  To promote and safeguard the welfare of children and/or 
vulnerable adults you are responsible for or come into contact 
with.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
LBTH Job Description & Person Specification –  Language Tutor 
 

 
Person Specification for the Post of 
Sessional Tutor  

 

 
Essential 
(E) 
or 
Desirable 
(D) (if 
applicable) 
 

 
Method of 
Assessment 
A= Application 
Form 
T= Test 
I= Interview 
 

Knowledge 
 
 

• Detailed knowledge of the 
language as a native speaker 
and the ability to teach from 
beginners to advanced 
learners (6–18-year-olds) 

• Aptitude for 
adapting/developing teaching 
methods to suit learner needs. 

• Knowledge and understanding 
of current best practice in 
teaching and learning. 

• Working knowledge of 
Safeguarding and Health & 
Safety policy and practice, 
GDPR, EID (Ofsted, 
Education, Inspection, 
Framework),  

• An understanding of a range of 
quality process that supports 
progression and achievement.  

 

E 
 
 
 
 
 
E 
 
 
E 
 
 
E 
 
 
 
 
E 

A T I – (Cr1) 
 
 
 
 
 
A T I – (Cr2) 
 
 
A I – (Cr3) 
 
 
A I – (Cr4) 
 
 
 
 
A I – (Cr5) 
 

Qualifications 
& Experience 

• A degree or equivalent level 
qualification studied in the 
language(s) taught.  

• A nationally recognised 
teaching qualification 
commensurate with the post or 
evidence of undertaking 
appropriate study to gain such 
qualifications. 

• Experience of teaching 
children/young people in 
mixed ability groups in the U.K 

• Experience of formal teaching 
in the subject taught. 

E 
 
 
 
D 
 
 
 
 
 
E 
 
 
E 

A I  – (Cr6) 
 
 
 
A I  – (Cr7) 
 
 
 
 
 
A I  – (Cr8) 
 
 
A I – (Cr9) 



 
 
 
LBTH Job Description & Person Specification – Language Tutor 
 
 
 
Living the TOWER Values sets out the essential behaviours required of all staff. 
They are aligned to the organisation’s five TOWER Values 

 
We work 
TOGETHER 
across 
boundaries and 
with partners to 
achieve the best 
outcomes for 
Tower Hamlets 

● Seeks opportunities to build positive 
relationships with people from other 
teams and partners 

E 
 
 
 

A   -(Cr10) 
 
 
 
 
 
 

We are OPEN 
and transparent 

 

● Checks understanding they are 
understood by others and explains 
jargon where needed. 

E AI  -(Cr11) 
 

We are WILLING 
to challenge, 
innovate and be 
accountable 

● Look for ways to continuously improve 
and develop within role 

E 
 

A I -(Cr12) 
 
 
 
 
 

We empower 
each other to be 
EXCELLENT 
and go the extra 
mile 

● Takes the initiative to improve 
outcomes because they can explain the 
difference they have made 

E 
 
 
 

A   -(Cr13) 
 
 
 

We RESPECT all 
communities; 
they are the 
heart of 
everything we do 

● Open-minded and appreciates 
alternative cultural perspectives, taking 
it into account when delivering service. 

E 
 
 
 
 
 

A   -(Cr14) 
 
 
 
 
 
 

Additional 
Requirements 

● Willingness to work outside of 
contracted hours in the evenings and 
weekends subject to notice. 

 
● To comply with the requirement to carry 

out an enhanced DBS check on this 
role.  

 

E 
 
 
 
 
E 

A I -(Cr15) 
 
 
 
 
A   -(Cr16) 

 


