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BPP Job Description


[bookmark: _Hlk197517749]Job Title		Actuarial Tutor

Department		Actuarial

Location		Home and office based

Additional details	Occasional visits to Abingdon required, and frequent travel to major cities in UK and Ireland for face-to-face teaching.
	Will consider both full-time and part-time applicants.

Travel requirements (if applicable)  Must be able to travel to tutorial venues across UK and Ireland

Contract type		Full time and permanent
			Or part-time and permanent


Hours of work		up to 40 hours per week

Reporting lines	Reports to Managing Director, ActEd.  No reportees.


Job Purpose

To develop and deliver high-quality teaching, distance-learning materials and other educational services to actuarial students.

Key Responsibilities 
1. Prepare for and teach good quality actuarial courses, online and in a variety of locations within the UK or overseas from time to time.
2. Answer student queries by telephone, email and forums in an efficient and timely manner.
3. Write, update and review distance-learning materials ensuring high quality but adhering to deadlines and other practical guidance offered.  Materials include traditional paper-based products as well as non-traditional products, eg e-learning products.
4. Provide feedback to the actuarial profession on the Core Reading for the actuarial exams.
5. Attend and participate in meetings to plan future strategy and discuss projects.
6. Mark students’ scripts accurately and efficiently giving helpful advice to students.
7. Carry out all required administrative duties in the timescales required.
8. Other ad-hoc tasks as mutually agreed with management to ensure the smooth running of the division and an excellent provision of services to customers.



Skills, experience & qualifications required - Essential

• Relevant actuarial qualification
• Experience in a relevant actuarial field
• Individual responsibility, honesty and integrity
• Excellent teamwork – as well as willing to learn from others and share best practice
• Logic, reason and efficiency
• Prioritisation skills and the drive to meet deadlines
• Excellent written and oral communication skills
• Strong organisational skills with the ability to adapt and successfully multitask
• Self-motivated and willing to take the initiative
• Friendly, enthusiastic with excellent interpersonal skills
• Aptitude to work without direct supervision
• Flexibility, to work both at home and away from home (sometimes for several days at a time), and to travel long distances (mainly within the UK but sometimes abroad)
• Good IT skills: MS Office suite
• Genuine commitment to education and student welfare


Skills, experience & qualifications required - Desirable

• Good access to London, and other venues where required to teach
• Programming skills, eg in 'R'
• Experience in marking professional exams for the IFoA
• Experience in marking student assignments for ActEd


BPP actively promotes equality of opportunity for all with the right mix of talent, skills and potential, and welcomes applications from a wide range of candidates. BPP will select candidates for interview based on their skills, qualifications and experience. Please note that for those posts that are exempt from the Rehabilitation of Offenders Act 1974, the successful candidate will be required to undertake a DBS check in addition to BPP undertaking any necessary online searches. This is deemed appropriate and necessary from a safeguarding perspective, and in line with BPP’s safer recruitment practices.
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