
 

 

  

 

LEAPS Transitions Postgraduate Tutor  

Job Description 

 

LEAPS S6 Transitions Course 

Join our Transitions Team! 

 

LEAPS are recruiting current postgraduate students who are passionate about higher 

education and looking for a rewarding, part-time, paid position. You will be working online 

(and perhaps on UoE campus if/when possible) with groups of current S6 pupils to help 

them develop skills and confidence to become successful undergraduate students.  

 

The LEAPS S6 Transition Course is the latest of the many initiatives in which we have 

worked with current university students to help pupils bridge the gap between school and 

university. 

 

See below for the job description. 

 

Job Purpose 

To tutor students on the LEAPS S6 Transitions Course – initially through online learning platforms 

only, then if/when COVID restrictions allow, on the UoE central campus: to raise awareness and 

aspiration of Higher Education (HE) as an option; to support students’ development in the key skills 

required for successful first year study at a Higher Education Institution. 

 

For more information about LEAPS and its aims and objectives, please visit: www.leapsonline.org  

   

Deadline for application is 12 noon, Monday 28 June 

Interviews are scheduled to take place online between 21 and 22 July.  

  

http://www.leapsonline.org/


 

 

If you are successful following interview, you MUST be available for training in mid-August (exact 

dates TBC). Note that training is likely to be a combination of asynchronous and live online sessions. 

The full format to be confirmed closer to the time. 

  

Employment commences in September 2021 until March 2022. (Note that teaching is likely to be 

online in the most part, but do hope to move to some on-campus delivery.) 

  

Main Duties and Responsibilities 

1. To prepare and deliver course sessions in person and/or online using materials provided by 

the course team.  

2. Work with fellow tutors on developing tasks for students and providing feedback on course 

materials and students’ engagement. 

3. To support students with their learning, teaching and assessments on the course.  

4. Contribute to the formative assessment on the course by providing students’ feedback on 

their contributions and work. 

5. Mark and grade assessments, and provide appropriate feedback to students. 

6. To liaise with LEAPS staff to ensure the smooth running of the sessions/tutorials. 

7. To maintain regular contact with fellow tutors and LEAPS staff, and inform the LEAPS team 

of any problems that arise. 

8. To maintain accurate registers as required on a weekly or session basis, and maintain an 

accurate record of outcomes for all sessions.  

9. To attend all training and regular feedback meetings. 

10. To compile and collate student profiles for the course team and communications with 

schools. 

11. To keep a record of hours worked and submit monthly pay claims to the LEAPS team (as 

per guidance from LEAPS). 

12. To proactively suggest improvements to the programme through established feedback 

mechanisms, in terms of content, materials, training and student experience. 

13. Conduct other duties as required to support the LEAPS team in the delivery of the 

Transitions Course. 

  

Knowledge, Qualifications, Skills and Experience 

Knowledge/Qualifications 

Essential 

 Degree, or equivalent professional qualification in relevant academic area 



 

 

 Sound understanding of the academic skills required for successful study in an HE context 

 Currently working towards a PhD 

  

Desirable 

 Current knowledge of the Scottish secondary school system 

 Current knowledge of the Scottish HE and FE systems 

 Knowledge of Widening Participation sector within HE 

 

Skills 

Essential 

 Excellent interpersonal, written and verbal skills 

 Excellent team and independent working skills 

 Prepared to commit to regular hours each teaching week 

 Demonstrable ability to communicate with and lead school-level students in a friendly, 

student-focussed manner 

 Demonstrate adaptability  

 Good timekeeping and administrative skills, enabling accurate and up-to-date record keeping 

 Willingness to travel to campus and/or schools for sessions when and if appropriate 

 

Desirable 

 Developing learning and teaching materials 

  

Experience 

Essential 

 Experience of working with young people e.g. in schools, tutoring, personal tutor, youth 

group work, community work, sports coaching 

  

Desirable 

 Experience of working with learners in HE and/or FE 

 Experience of working with young people in an education environment 

 Experience of working in Widening Participation within an HEI or FE College 

 Experience of leading tutorials/labs or similar in an HE setting 

 Experience of online tutoring, mentoring or teaching 

 Experience of writing and delivering lecture(s) 

 Experience of marking undergraduate work 

 



 

 

 

Job Features 

Dimensions 

 Working with groups of S6 pupils online and potentially face-to-face (when appropriate) 

from September 2021 – March 2022  

 Working as part of a team of tutors 

 Delivery of tutorials/lectures in person or online, with fellow tutor(s) to groups of circa 8-50 

S6 students  

 Record keeping, marking and student profile completion for all students tutored 

  

Planning and Organising 

 Planning sessions/tutorials with fellow tutors and course team, using and adapting materials 

provided  

 Marking (formative and summative)  

 Compilation of student profiles for own tutorial group 

 Designing ad hoc teaching materials with the course team (where appropriate) 

  

Decision Making 

 Decisions relating to content and delivery of campus-based sessions, with aid of resources 

provided by the course team 

 Marking and feedback responsibilities 

 Responsibility for compilation of student profiles, according to course guidelines 

 To work effectively as part of a tutor team and maintain regular contact with LEAPS teams 

 To be an effective and supportive team member, able to develop and maintain relationships 

internally and with external organisations 

 

Problem Solving 

 Liaise effectively with the course team, LEAPS administrative staff and fellow tutors to 

ensure that the learning outcomes of the programme are achieved  

  

Payment Details 

  

Payment is £15.52 p/h, equivalent to Grade 6 on the UoE payment scale.   



 

 

You will be required to work approx. 100 hours over the 25 teaching weeks, between the months 

of September 2021 – March 2022. This equates to approx. 4 hours per week. 

Protecting Vulnerable Groups Scheme  

The post for which you are applying is considered ‘registered work’ in terms of the Protection of 

Vulnerable Groups Act. It requires the successful applicant to become a Protecting Vulnerable 

Groups (PVG) Scheme member prior to appointment. This check is necessary to ensure that LEAPS 

and the University of Edinburgh fulfils its legal duties under the Act. 

If you are successful in your application, the offer of employment will be subject to PVG Scheme 

membership. Further information is available at: 

https://www.mygov.scot/apply-for-pvg/  

Please note it is a criminal offence to apply for a child care position if you are on the Disqualified 

From Working with Children List. 

 

https://www.mygov.scot/apply-for-pvg/

