Faculty of Humanities

Humanities Link Tutor for INTO Manchester
Job specification

The Link Tutor will play a key role as the point of contact and liaison between the Faculty, its Schools and INTO Manchester.  The Post holder is responsible for assuring the quality and standards of provision at INTO, in particular on the Humanities pathway.  In addition, the post holder will work with School Recruitment and Admissions teams to oversee, facilitate and participate in, the ongoing recruitment and conversion activity, supporting students at INTO on the Manchester ‘Purple Pathway’.  
The Link Tutor is a key member of the INTO Manchester Teaching and Learning Panel, representing the Faculty of Humanities in this important quality assurance role.  
Responsible to:

The Vice Dean for Teaching, Learning and Students, Faculty of Humanities.

Role of the Humanities Link Tutor

The key aspects of this role are:

1. Plays a key role in assuring the quality and standards of provision at INTO Manchester.

2. Acts as one of the main points of contact for INTO and reports to the INTO Teaching and Learning Panel.

3. Liaise with Schools to promote the link, encourage their participating in order to maximise recruitment to the University from INTO.

The following activities must be undertaken as part of the University’s Annual Monitoring Process:

4. Participate in induction at INTO Manchester.

5. Participate in the INTO admissions process.

6. Liaise with Schools to ensure that the admission requirements for the INTO Manchester Humanities programme remain current and appropriate.

7. Meet with the students throughout the year, providing advice and guidance as required.  This will include specific meetings with the student representatives at least twice per year; and exit interviews and counselling with students who leave, particularly those that do not meet offer conditions.  Feedback should be provided to the INTO Teaching and Learning Panel.
8. Support a smooth transition from INTO Manchester to the University of Manchester.

9. Monitor staff development and peer review at INTO, reporting to Teaching and Learning Panel.

10. Advise on, check operation of, assessment and examination board practices/ procedures and monitor the operation of the examination procedure on an annual basis and attend the examination board meeting.

11. Provide academic advice to INTO and support ongoing curriculum development to ensure that the Humanities programme remains sufficient preparation for study at UoM, liaising with colleagues in Schools as required.
12. Work collaboratively with the other INTO link tutors, as well as the INTO Collaboration Adviser.

13. Receive minutes and where appropriate attend meetings of any INTO committees concerned with teaching and learning/ quality and standards issues.
14. Write an annual report (June) for the INTO Teaching and Learning Panel outlining the year’s activities with reference to the tasks itemised under 1 – 12.  This report is normally written jointly with the other INTO Link Tutors
Person Specification

A Link Tutor should have experience of:

· Operating within, and the implementation of, the University’s quality framework, preferably in the context of collaborative provision.
· Programme administration.

· Curriculum development. 
· Recruitment and admissions.
It is expected that the role will be performed by an experienced, senior member of staff within schools.  The Chair of the INTO Teaching and Learning Panel is responsible for ensuring that the functions of a Link Tutor are undertaken in an appropriate and timely manner.
Recognition of the Role

In order to allow Schools to accommodate the work of the Link Tutor, a 20% buy out will be provided to the post holder’s School.
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