
 

Job Description 

JOB TITLE Support Tutor 

JOB REFERENCE BMHRSTST001 

WORKING PATTERN As required 

HOURS As required 

LOCATION(S) Throughout Greater Manchester 

 

Job Role 

BMH Training Limited is a Performance Fund Partner for Ingeus who deliver the Restart Scheme on behalf of the DWP 

in Central and West London, Greater Manchester, and as a supply chain partner to Serco in the West Central region. 

The Restart Scheme provides up to 12 months of employability support to people who are on out-of-work benefits to 

help them to overcome their barriers to work and find sustainable employment. 

BMH Training Limited offers specialist training support in the form of English as a Second Language, Confidence and 

Wellbeing, and Employability to help those enrolled on the programme to upskill and increase their chances of finding 

work throughout Greater Manchester. 

The offer we provide consists of one fully trained ESOL tutor and one Support Tutor, whose primary task is to make sure 

that all administrative tasks are completed promptly and to a high standard. The Support Tutor will also be responsible 

for one-to-one sessions with the participants; therefore, the correct candidate will have some experience in an education 

setting and should be comfortable talking to participants with varying degrees of English. 

Main Duties 

1 
To support the delivery of ESOL provision for the Restart scheme for Ingeus-Greater Manchester in 

however the Tutor feels is most pertinent.    

2 
To identify and provide additional support where appropriate or to signpost or refer learners to the Service 

support partners.  

3 

To maintain all necessary documentation associated with tutor-based provision for which the post holder 

has responsibility according to awarding body guidelines and liaise with internal verifiers and external 

verifiers. 

4 To maintain learner records accurately and efficiently as required ensuring compliance with GDPR. 

5 
To ensure that all learner work and portfolios are completed accurately and submitted to stated deadlines, 

providing the learner with appropriate feedback and planning of further work.  

6 To maintain a safe environment and complete course risk assessments. 

7 To attend all mandatory training events and meetings. 

8 
To undertake prevalent training within 3 months of commencing duties including, but not limited to, GDPR, 

Health and Safety, Equality and Diversity. 

9 

To complete administration duties relating to completing enrolment, learner eligibility, initial assessment 

and diagnostics, tracking and monitoring of learner attendance, progress and achievement, and 

completing course reviews and learner feedback. 

10 To carry out any other duties which fall within the broad spirit, scope and purpose of this job description. 

https://ingeus.co.uk/services/employment/restartscheme


  

This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they 

will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing 

needs and circumstances. Such reviews will and any consequential changes will be carried out in consultation with the post holder. 

 

Person Specification 

 Essential Desirable 

EDUCATION/QUALIFICATIONS 

Level 3 Teaching Qualification or above  

Up to date DBS Certificate or willingness to 

apply 

Degree; PGCE ESOL and Literacy 

DBS Update Service number 

EXPERIENCE/KNOWLEDGE 

Good organisational ability and 

accuracy/attention to detail 

 

An appropriate level of IT and keyboard skills 

 

Health & Safety awareness 

 

Equality and Diversity awareness 

 

Safeguarding awareness 

 

An appropriate level of data protection, 

security, and confidentiality awareness 

 

Ability to travel between locations. 

 

Excellent working knowledge of the Microsoft 

Office suite 

 

Experience with using SharePoint and 

Microsoft Teams 

 

 

 

 

ABILITY/SKILLS 

Ability to learn database/other computer 

systems. 

 

Ability to work under pressure, handle a 

varied workload and keep to deadlines.  

 

Ability to work flexibly as needed by the 

business. 

 

Effective communicator with good 

interpersonal skills. 

 

 

EQUAL OPPORTUNITIES 

Ability to demonstrate 

awareness/understanding of equal 

opportunities and other people’s behaviour, 

physical, social and welfare needs. 

 

 

 

 


