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Position Description  

 
 

Our values 
 
Students at our core  Students are our reason for being 
 
Innovation Innovation is encouraged through collaboration   

and partnerships 
 
Leadership Taking responsibility as a leader 
 
Integrity Doing the right thing in a reliable way 
  
 

 
Lincoln – our university 
 
As the longest-running agriculturally-based university in the Southern Hemisphere, Lincoln 
University’s story begins with farming, but it certainly doesn’t end there. As New Zealand’s economy 
diversified, so have we. Lincoln University is here to enhance and enrich lives. To grow the knowledge 
of our students so they can shape a world that benefits from a greater understanding of the 
relationship between our land, the food produced from it and the ecosystems within it. With three 
academic faculties, one teaching division, several research centres, and a range of corporate service 
units, Lincoln University draws its students from throughout New Zealand and from over 60 countries. 
Lincoln University has a student roll of around 3,000 and approximately 600 staff.  
 
Lincoln is a progressive university with ambitious strategic goals and a commitment to having a 
professional workforce that reflects the diversity of its community. Professional staff engage with 
academic staff, students, parents, Government, Iwi, community groups and many other external 
stakeholders. All staff are expected to uphold the reputation of Lincoln through the way they 
undertake their work. 
 
Lincoln is committed to the Treaty of Waitangi and the objectives and values as set out in its Māori 

Strategy, which is linked to Lincoln’s Strategic Plan. 
 

For further information about Lincoln go to www.Lincoln.ac.nz 

  
 

Position title English Language Tutor (Learning Support) 

Primary work unit 
University Studies and English Language Division, Te Waihora Campus, 
Lincoln University 

Responsible to Head of Programme, English Language 

Responsible for No direct reports 

Position status Part-time, Continuing  

Hours of work 11.25 hours per week, 0.3 FTE 

Remuneration A1 
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Position purpose 
 
The Tutor will contribute to the preparation of and tutoring within prescribed courses within the 
Division, with the principle focus being on tutoring and associated activities.  
 

Position location 
 
The University Studies and English Language (USEL) Division at Lincoln University delivers transition 
programmes for international and domestic students who intend to study for undergraduate and 
postgraduate qualifications.  The Division offers an English Language programme for students who 
need to meet the English language requirements for entry to tertiary study, and the Certificate in 
University Studies and the Diploma in University Studies for students who need to meet academic 
entry requirements for undergraduate study or for students who have been out of tertiary study for 
some time.   

The USEL Division provides students with the opportunity to learn the skills, strategies and subject 
knowledge necessary to succeed as self-directed independent learners. Its specialist tutors and 
support staff are committed to enabling students to achieve their study goals within a student focused 
environment.  

Strategic context 

English Language tutors play a key role in preparing International students, who have not yet met the 
required English language level, for future pre-degree, undergraduate, and postgraduate study. 
 
 

Key responsibilities 
 

1. Teaching  

Outcome Student learning is facilitated in line with the Division and University goals 
and objectives 

Key responsibilities 
include: 

1. Provide relevant educational content that meet student needs and 
expectations. 

2. Assist with the coordination and offering of tutorials, supporting English 
Language learning to the required standard, ensuring students have 
enhanced skills in critical analysis, reading and writing. 

3. Facilitate student learning, demonstrating understanding of issues 
associated with student learning in higher education, and of current 
approaches in language and learning development for diverse groups of 
students. 

4. Undertake additional tutorial or coaching for the students as required.  
5. Maintaining office hours to provide support for student learning and 

development. 

2. Administration / Service 

Outcome: Ensure administrative duties are delivered to quality and Division 
expectations. 

Key responsibilities 
include: 

 

1. Monitor student welfare and ensure needs are recognised and referred 
to the Academic Coordinator. 

2. Assist individual students by providing course advice, guidance and 
assistance with academic problems. 

3. Prepare and maintain timely and accurate student records. 
4. Assist with the preparation, delivery and marking of quizzes, tests, 

examinations and assignments as required. 
5. Complete such other duties or rearrangement of responsibilities as may 

reasonably be required by the Head of Department and Dean/Director. 
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6. Comply with all legal and University requirements in respect of the 
administration and management of all university records. 

7. Attend and participate in staff meetings as required/requested. 

3. Treaty of Waitangi 

Outcome: Demonstrates, and encourages others to demonstrate, support for the 
University’s commitment to the Treaty of Waitangi.  

Key responsibilities 
include: 

1. Support the University to meet its obligations under the Treaty of 
Waitangi 

  

4. Health & Safety 

Outcome: To support a safe working and teaching environment for staff and students 

 
 
Key relationships 
 
The English Language Tutor will develop and maintain excellent working relationships with staff in the 
University Studies and English Language Division. The Tutor will also work with other Lincoln University 
staff as required to perform effectively in the position.  
 

 
Delegations  
 
There are no delegated authorities for this position.  
 
 
Competencies 
 

Competency Demonstrated by 

Client focus Understands and believes in the importance of client service; listens to 
and understands the needs of internal and external clients; displays 
professional, courteous and empathetic approach; considers equity and 
diversity issues in interactions; meets and exceeds client needs to ensure 
satisfaction 

Self-management Effectively plans and organises work to achieve desired outcomes; 
proactive, remains focused, takes action to overcome obstacles and 
follows through to completion. 

Integrity Is fair, open, honest and consistent in behaviour and can be relied upon; 
is receptive to Māori, Pasifika and multicultural issues; generates 
confidence in others through professional and ethical behaviour. 

Innovation  Thinks in terms of opportunities and possibilities. Recognises the value 
of creative and new ideas and harnesses their benefits. Encourages the 
discussion, free-debate and generation of creative ideas and solutions. 
Develops unique solutions that are not limited by previous solutions. 

Analysis Identifies and analyses issues and problems in student work (from a 
language perspective) and makes sound decisions when deciding on 
remedial actions. 

Communication Clearly and concisely communicates with a wide range of people in all 
situations, both orally and in writing; effectively listens; understands 
cultural differences in regard to communication. 

Student management Uses a variety of styles and methods to develop, motivate and empower 
students towards achieving their personal and academic goals. 
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English for Academic 
Purposes (EAP) 

Has a demonstrated knowledge of teaching in an EAP context and is 
aware of subject-specific genres as well as how to effectively instruct 
students in a tertiary EAP programme. 

 
 
Selection criteria 

 English for Academic Purposes (EAP) 
 Teaching experience in the tertiary sector 
 A working knowledge of current teaching and learning practices; both face-to-face and 

online 
 Interest or experience in working alongside subject-matter experts to develop 

programmes of study or conduct research 

 

Education 

Required 
 Bachelor’s degree in a relevant subject/field 
 Qualification in teaching of English to adult learners 

 
Preferred 

 Postgraduate qualification in TESOL / Applied Linguistics 
 

 

Required Registrations / Certifications / Licences or Memberships 

Required Memberships: 

 TESOLANZ 
 

Technical or professional knowledge, skills and experience 

 2-5 years’ experience in English for Academic Purposes at a secondary/tertiary level 
 Current knowledge of large-scale English language standardised testing 
 Proven ability to work with English language learners (ELLs) 
 An in-depth understanding of diverse learners 
 Demonstrated competence in the design, organisation and delivery of academic language 

and learning programmes for diverse groups of students, using a range of media. 
 Strong computing skills (incl. Microsoft Office) 
 Excellent written and verbal communication skills 
 A good understanding of the Treaty of Waitangi and issues relating to equal opportunity 

(particularly in the tertiary education environment) 
 

Personal Attributes 

 Effective organisation skills and the ability to work well under pressure 
 Initiative and the ability to work independently without close supervision 
 Sets high standards of performance and successfully completes tasks 
 Is able to develop and maintain productive student and staff relationships 
 Ability and willingness to work within a close team 
 An adaptable, flexible approach 
 Is able to work within Lincoln University policies and procedures and promote a respectful 

working environment 


