Functional Skills Tutor
Job role brief

Imagine a society where
everyone reaches their full
potential.

Where the future is not
defined by the past or
determined by the place a
person starts.

Youtube link: https://youtu.be/dS30-K0u8D0

History and Mission
City Gateway is a charity formed in 1999 by a group of City professionals who were concerned
about unemployment in their local community. It had a £2.3m turnover in 2017/18.
We serve people most impacted by social and economic inequality. We seek to transform those
communities by improving individuals’ life chances.
We specifically work with Young People aged 16 to 24 and Women of all ages from disadvantaged
communities in East London, delivering programmes that enable positive, sustained outcomes in
education and employment.
Over recent years, the organisation has created additional services, notably a 14 to 18 year old
OFSTED “outstanding” Alternative Provision School and an Early Years Provision. These services
have been established, grown and successfully hived off as standalone provisions, as the charity
continues to specifically focus its mission to serve those individuals directly experiencing long term
unemployment in East London.
The charity today works to deliver education and training pathways for students from wherever
they start, into sustainable employment with partner employers.

Ethos and Values
At City Gateway, we believe everyone is made equal and in the image of God. We strive to follow
the example of Jesus, in loving and helping those excluded and in need in society. As such, we work
with students and staff of all faiths and none.
We celebrate diversity. We treat everyone with respect and honesty. We are ambitious, we seek
excellence in all we do and we are optimistic for the future.

The Landscape
In Tower Hamlets, 53% of children are growing up in poverty, the highest rate in the UK.*
There are:




90,000 NEET young people aged 19-24 in London,
36,000 of those have been that way for 12 months or more
20,000 of those young people live in East London, within reach of our support.**

Currently we and others are reaching 10% of this group.
This is why we work with Women and Young People in East London – the matriarchs of the
household and the next generation - to train, mentor, raise confidence and to transform families
and to break the cycle of poverty and disadvantage.
City Gateway is the only provider in London serving Young People from disadvantaged
communities, providing a unique, full end to end service for these young people from the place
they start to a sustained outcome in 12/18 months full time employment.
*Source: End Child Poverty http://bit.ly/2E77hYE 2018 report.
https://www.theguardian.com/society/2018/jan/24/most-children-in-uks-poorest-areas-nowgrowing-up-in-poverty?CMP=Share_iOSApp_Other
**Source: Eden McCallum research September 2017.

Our Programmes – Young People
We work with Young People aged 16 – 24 who live in London. These Young People are not in
education and they are unemployed or working less than 16 hours a week.
Our target population have low prior attainment from their time in the mainstream education
system. Their prior attainment can be as low as entry level 3 (equivalent to less than half a Grade D
at GCSE) and as high as Level 2 (equivalent to 5 GCSEs). Most employers ask for at least A Levels on
their school leaver programmes, typically with grades at B or above.
Our students also have at least one of the following risk factors in their personal life: they could be
a care leaver, be from a low income background, have worklessness in the family (i.e. none of the
lead carers in the family are in full time employment), be physically disabled, have mental health
issues, a criminal history, be homelessness or have a history of abuse.

Depending on prior attainment levels, a student will enter one of four Traineeship:





Maths and English qualifications
Employability training
4 week Work Experience
And then successfully progress through Masterclass on to a Level 2/3 Apprenticeship with
one of our partner employers.
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To support the student on this journey, each young person is partnered with a a dedicated
Progression Coach who works with them to improve their soft skills in resilience, confidence and
self-awareness, and is responsible for successfully moving our Students into an EET outcome (being
a City Gateway Apprenticeship, another Apprenticeship, Further Education or Full time
Employment)
Our Education and Training programmes last up to one year, after which we support and train our
students throughout their 12/ 18 month Apprenticeship, whilst they establish themselves in the
world of work.

Impact
Our educational achievement rates in 2018/19 were 77% against a national average achievement
rate for all students in the UK of 68%. There are no average educational achievement benchmarks
for our target population of students. However, we set our students high standards and aspire for
them to achieve pass rates in line with other UK students, achieving national averages, if not
higher.
Of those students who achieved on our programme in 2018/19, 36% have already progressed into
sustainable employment and we are still working with a further 28% to progress these students
into an Apprenticeship in the coming months. Apprenticeships have also seen a significant
improvement, with preliminary results showing an achievement rate of 72% which is above
national average 67.3% (2017/18).

Our Programmes – Women
Through working with Women as well as Young People we better equip households to engage with
employability, education and training and build the confidence in the household to be ambitious to
seek to break out of the cycles of disadvantage in the local community.
The women we work with are 19+ and live in London. They speak English as a second language and
have low prior attainment (sometimes with absolutely no qualifications to their name at all). They
consequently experience significant barriers integrating into our society, let alone entering the
work place.
To address this need we run a series of classroom based learning courses as well as introductory,
informal skills building sessions.
Depending on their prior attainment, students will join our programmes to undertake one or a
combination of the following:
1.
2.
3.
4.

ESOL qualifications
English qualifications
Maths qualifications
ICT qualifications

We then help women progress into further education and/or employment. Typically this will be
part time work to enable them to continue with their existing commitments (such as childcare or
looking after their wider family).
Impact
Our educational achievement rates in 2018/19 were 88% against a national average achievement
rate for all students in the UK of 82%. Once again, there are no average educational achievement
benchmarks for our target population of students and we aspire for them to achieve in line with
other UK students.

Some of our Partners

Job title
Salary

Functional Skills Tutor (Full time)
£24,000-£30,000

Reports to

Head of Curriculum

Main Work
location

Import Building, The Pavilion, 2 Clove Crescent, Poplar, London, E14 2BE

Hours of work

35 hours a week (excluding unpaid breaks)

Benefits

7% Employer pension contribution after 3 months
25 days annual leave (increasing 1 day per year up to 30 days) + bank
holidays
Season ticket loan
Access to Employee Assistant Programme

Job purpose
The Functional Skills Tutor will be responsible for the delivery of Functional Skills English up to level 2. This
will include the planning and delivery of high quality teaching, learning and assessment to groups of students
aged 16-25. They will also be responsible for examination scheduling and revision/re-sit workshops.
The Functional Skills Tutor will create a welcoming and safe space where learning and achievement is
enabled for some of the most vulnerable young people in London. The post-holder must be committed to
ensuring that these young people achieve their qualification and have a passion to see them succeed. They
will work consistently with other coaches, managers and employers to plan effective interventions to
support learners to achieve and progress, no matter what their starting point.
Duties and responsibilities
 Developing engaging and effective schemes of work for Functional Skills English courses to
contractual requirements
 Delivering engaging, inclusive and relevant lessons for Functional Skills English, ensuring its
accessibility for those with barriers to learning
 Building one-to-one relationships with learners in order to set and assess progress on learning aims
 Administrative duties for course tracking and funding requirements, including daily use of our
database system, PICs
 Engaging with quality management processes to ensure that teaching maintains and improves
OFSTED standards
 Meeting required attendance, punctuality, retention and achievement targets for courses as set
Head of Curriculum
 Complete qualification administration to required standards for awarding body and verified by
IQA/EQA
 Working with other delivery team members (including the Coaching Team) to highlight learners’
needs and to maximise retention of learners
 Bringing strategic ideas and support to the Youth Programmes team by engaging with team
meetings and connecting teaching to the wider aims of the department
 Ensuring that use of the online student hub is incorporated into curriculum planning and delivery for
responsible subjects taught
 Ensuring that content is contributed and monitored on the online student hub against its relevance
to both subject content and learner engagement





Other duties within the scope, spirit and purpose of the job as requested by the line manager or
Head of Department
Post-holder will actively follow City Gateway policies
Post-holder will maintain an awareness and observation of Fire and Health & Safety Regulations

Working conditions
DBS Check:
This role requires the successful candidate to complete a Disclosure Barring Service (DBS) check in
compliance with City Gateway’s DBS & Risk Assessment Policy.
Equality and Diversity
City Gateway is committed to equality and valuing diversity. We welcome enquiries from everyone and value
diversity in our workforce.
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Person Specification
Attribute
Essential
Education/
Qualification




Proven
Experience

Date:

Level 4 or above qualification in
English Language or English
teaching.
Teacher training qualification.

 Minimum of 2 years’ experience
planning and delivering English
qualifications
 Proven experience of working with
young people or adults in an
education setting
 Proven experience of supporting
young people or adults in achieving
identified goals and results.
 Proven ability to work effectively as
part of a team

Desirable


Safeguarding training

 Experience of teaching English in a school or
a college.
 Experience of administering and invigilating
Functional Skills exams

Skills &
Abilities

Personal
Qualities

 Ability to plan and deliver English
lessons at a variety of levels
 Strong organisational and
administrative skills
 Excellent communication skills
 Ability to plan, prioritise and
organise multiple tasks under tight
timelines
 Ability to work well under pressure
 Skilled in using email and Microsoft
Office
 Abie to relate well to young people
and advise them effectively.
 Able to motivate and inspire young
people to learn and achieve.
 Resourceful and able to think clearly
when under pressure.
 Able to encourage, support and
inspire your team

 Knowledge of the training and employment
market
 Experience of using bespoke software to
track learner progression

 Experience of managing volunteer teaching
assistants in the classroom

