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	Role Title

	Tutor 

	Job Family
	Suntrap Forest Centre

	Location
	Suntrap, Church Road, High Beach, Loughton, Essex, IG10 4AJ

	Scale
	Scale 5

	Purpose As a member of the Suntrap Forest Education Centre team to help plan and deliver high quality environmental education activities to achieve improved outcomes for children and young people along with high customer satisfaction.

	Generic Accountabilities
	End Results/ Outcomes

	Communicate effectively with internal and / or external customers/ service users.  Act as point of contact for the service.   Resolve problems, within scope of role, escalating to line manager as required.
	Build good working relationships and assist in leading and resolving issues in fast and efficient manner 

	To work with colleagues and team leaders to identify areas for improvement, ensuring the support offer remains appropriate for all service users. 


	Working effectively to understand and highlight areas that can be improved.
Deliver service improvements under direction/oversight

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Having a good understanding of health and safety and being able to identify potential hazards in the workplace and how to report

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.
	Ensuring all policies and procedures are complied with and immediately alerting management where concerns are identified.

	Job Specific Accountabilities:

	To be responsible for the planning and delivery of high quality, mainly outdoor, environmental education activities.
	High customer satisfaction.

Customers feedback improved educational outcomes for children and young people

	Demonstrate a thorough understanding of the climate and ecological emergency.
	Suntrap service users have an improved understanding of the climate & ecological emergency.

	Ability to lead activities that engage children and young people.
	High customer satisfaction.

Customers feedback improved educational outcomes for children and young people

	To be responsible for the safety and well-being of the students and staff during their visit.
	To ensure that the safety and well-being of students is paramount at all times and that all activities guidelines are adhered to when students are participating in activities.

	Ability to work at weekends and out of hours.
	There is good attendance at family and other out of hours activities.  

	Ability to deliver high quality outreach sessions in schools and community venues.
	High customer satisfaction.

Customers feedback improved educational outcomes for children and young people

	Takes personal responsibility for safeguarding and ensure that any concerns are immediately reported to the designated senior person responsible for child protection.
	Safeguarding policy and procedures are correctly followed.

	Create documents, reports, correspondence etc. from the information provided, using standard formats and software.
	Provide accurate reports that are needed.

	Organise and maintain records and documents using the appropriate council process / system.

 
	Record and update systems with relevant information.

	Database maintenance – access and update relevant databases and generate reports for management information.
	Ensure that the information systems are up to date and be able to run reports as and when needed.

	Assist with the work needed to develop and maintain internal and external resources, including grounds, livestock and equipment.
	To play a role in ensuring that grounds and building are kept to a high standard. 

	

	Nature of Contacts 

Typically involves supporting or guiding internal and external customers.
May involve direct contact with members of the public including dealing with challenging situations where influence may be needed.

Liaise with and/or advise senior members of staff regarding service issues, problems and processes.
Deal with people at all levels confidently, sensitively and diplomatically.

	Procedural Context

Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.   
Decisions will be made based on Council procedures.
This post demands a high level of flexibility, a positive attitude and ability to adapt to changes due to service needs

This post is based mainly outdoors and may be physically demanding.  

This post requires an up-to-date Enhanced DBS Disclosure.

	Resourcing

Budget Responsibilities:  Nil
Supervisory Responsibilities:  Nil

	Competency Level:  All Colleagues

	Knowledge, Skills and Experience
· Experience of planning and delivering high quality outdoor environmental education activities 

· Experience of working with children and young people
· Desirable Forest School Leader and/or bushcraft training

· Desirable first aid training 

	Indicative Qualifications

· Degree in ecology, environmental science, geography or related subject




	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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