
MAIN FUNCTION

As part of a team, to assist with the delivery and design of teaching programmes, including preparing, supervising and marking different modes of assessment. Undertake departmental administrative tasks.  Supervise student projects/dissertations and carry out teaching-related administrative duties. Carry out work associated with examinations and participation in committee work/exam boards. Undertake an academic administrative role within the relevant section of the school/unit or other appropriate similar activities

 MAIN ACTIVITIES/RESPONSIBILITIES
 
· Assist with the delivery and design of teaching programmes and contribute to module development as part of a module team, including, where appropriate, preparing teaching materials. Deliver teaching which includes communicating subject matter, encouraging critical discourse and the practical application of the law; observing and reacting to student interventions; providing constructive feedback, responding to questions outside class time and providing contingencies in course delivery.
· Design and plan units of teaching within postgraduate degree programmes, such as individual lectures/seminars/workshops or, larger sections of modules.  This includes identifying learning objectives and selecting appropriate curricula; selecting teaching methods, resources and reading; determining, designing, and producing study material; planning course delivery and planning for contingencies such as slower/faster progress than anticipated.
· Where required, teaching of modules, including liaising with other academics, to ensure the course complements other courses taken by students; collaborate with colleagues on course development and curriculum changes.
· Carry out assessment for courses.  Includes assisting in the design of assessment instruments and criteria; marking assessments, ensuring adequate moderation; providing written/oral feedback to students; judging whether student circumstances should be taken into consideration in assessments.
· If appropriate, supervise or mark extended essays or Masters projects.
· Carry out course evaluation, including facilitating student feedback; reflecting on own teaching design and delivery; and implementing ideas to improve teaching delivery and own performance. 
· Act as a point of contact for both academic and pastoral student queries, signposting and referring students to relevant advice and support services. This may be in the capacity of a formal Personal Tutor, or as a member of a module delivery team.
· Carry out teaching related administrative duties as required, dealing promptly with reactive requests, such as those relating to teaching, supervising students and administrative tasks or actions from committees and working groups.
· Undertake continuous professional development activities agreed with line manager and through supporting activities such as probation or annual PDR (performance development review).

GENERAL
· Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties.
· Abide by all University policies.
· You may be asked to perform other duties occasionally which are not included above, but which will be consistent with the role.
· Comply with and ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, financial and other University policies, procedures and codes as appropriate.
· Take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work in accordance with the Health and Safety at Work Act 1974, EC directives and the University’s Safety, Health and Environment Policies and procedures and to cooperate with the University on any legal duties placed on it as the employer.

PLANNING AND ORGANISING
 
· Teaching-related and administrative work is allocated by the Head of CPLS, in conjunction with CPLS’s Programme Coordinators.
· Plan and prioritise own work, and forward plan for some teaching.
· Engage promptly with reactive requests such as those relating to teaching, supervising students and administrative tasks.



It is the School's policy to use the person specification as a key tool for short-listing. Candidates should evidence that they meet ALL of the essential criteria as well as, where relevant, the desirable. As part of the application process you will be asked to provide this evidence via a supporting statement. 

When attaching the supporting statement to your application profile, please ensure that you name it with the vacancy reference number xxxxBR

ESSENTIAL CRITERIA
 
1.  Qualified as a barrister, solicitor or legal executive in England and Wales. 
2.  Demonstrate legal practice experience in England and/or Wales, specialist knowledge, and currency of knowledge and experience within subject area. 
3.The ability to teach subjects on the Bar Training Course (BTC) and/or the Solicitors Practice Course (SPC) and/or the Graduate Diploma in Law.
4.  The ability to deliver skills training on the BTC and/or the SPC.
5.  The ability to design and update both teaching materials and assessments.  
6.  Effective communication skills (both written and oral) and the ability to present complex ideas clearly and confidently to others using a range of media. 7.  Effective interpersonal skills to liaise with students and staff.
8. ffective organisational skills and ability to  manage and prioritise  workload alongside a flexible and adaptable approach to work.
9. Ability to handle reactive requests on a regular/daily basis, such as those relating to teaching, supervising students and administrative tasks.
10. Ability to work collaboratively within a teaching team and without close supervision.
 
DESIRABLE CRITERIA
 
1.  Proven teaching ability (for example, via a teaching qualification, or training provided to colleagues or other members of the profession).
2.  Ability to communicate and teach through the medium of Welsh.

