
This is a fixed term contract to 31st July 2021, however, could be extended beyond this date.
Due to the current pandemic, this role will be working from home as our Wrexham office is
currently closed.

What Tute does is simple: our team of qualified teachers deliver live, online lessons to
schools, LAs (local authorities) and non-mainstream settings to fill gaps in the education of
children young people.  

Tute's teachers deliver lessons live in our safeguarded online classroom, providing a rich and
flexible curriculum to Key Stages 1-5 in over 30 subjects. Tute teachers are real teachers
delivering real outcomes to students across the UK, they just happen to do it online.  

Tute is an approved Tuition Partner in the Government’s National Tutoring Programme and
is growing its team to meet demand. The NTP makes high-quality tutoring available to
schools to help disadvantaged pupils whose education has been affected by school closures. 

Tute is committed to safeguarding and promoting the welfare of children and young people
and expects all staff and contractors to share this commitment.   

Working with Tute is exempt from the Rehabilitation of Offenders Act 1974 and therefore
subject to possession of an enhanced certificate of disclosure issued by the Disclosure and
Barring Service (DBS) and barred list check. 

Tute adheres to the statutory safer recruitment procedures issued by the DfE (Department of
Education).   

Tute promotes policies of equality opportunity for both staff and students.  

Tute creates equality in education by bringing the best teaching and learning to all children
and young people. It is our expectation that everyone in our team supports our policy to
treat all students, staff, and commissioning bodies fairly and equally.

Salary

Contract

Based

Start date

Attractive, plus benefits

Fixed term contract

Wrexham, North Wales

November 2020

About TuteAbout Tute



The principal purpose of this role is to support the delivery of the NTP through effective account
management of both existing and future customers ensuring that their history is understood and
that their bespoke needs are recognised and met within the existing or future service deliver. You
will report into and be mentored by Tute’s Client Relationship manager.   

This is an active and visible role requiring excellent customer relationship skills. Working in
partnership with the client, the Client Relationship Executive will be expected to positively contribute
to the performance of the business. You will build on the strong existing relationships with the client
and internal teams and the ability to think on your feet and approach situations with a measured
attitude are key requirements.   

Communicating mainly online, you will ensure regular contact with the Tuition Partner School Leads
to build and maintain partnerships.  You will follow processes diligently and will maintain all records
and data. You will resolve any issues in a timely manner and will bring together cross functional
stakeholders including teaching staff, finance and admin teams to that students are getting the
best out of their Tute lessons.

Tute is looking for someone with an excellent work ethic; someone who takes a proactive approach
to their work and who manages change pragmatically. You will work with a friendly team in a fast-
paced environment where deadlines can be short, but where you will contribute to making a real
difference to the education of children and young people.  

The RoleThe Role

ResponsibilitiesResponsibilities

Provide account management and support to a wide range of current customers 

Collaborate positively and work closely with cross-functional internal teams e.g. finance, T&L,
marketing 

Achieve agreed KPIs and other customer service targets 

Complete operational documentation including registration, central reporting etc 

Resolve any complaints professionally and objectively 

Adhere to all internal and regulatory processes 

Maintain accurate data on all Tute customers 

Promote and coordinate webinars and campaigns

Analyse customer data and usage

Administrative tasks relating to customer management

Contribute to, and articulate, a company ethos which enables everyone to work collaboratively

Prioritise the safeguarding of students ensuring their welfare is considered



Represent Tute externally to customers and other organisations

Keep abreast of development in the education sector

Contribute to the work of the whole company in a variety of ways not specifically listed

Go that extra mile to do an excellent job

Adhere to safeguarding requirements as outlined in the Safeguarding Policy and comply with its
requirements to safeguard and protect the welfare of children and young people

Evidence shows that the candidate can or has:

The PersonThe Person
Essential Desirable

Previous administration experience

Excellent administrative skills

Experience of working in an education setting or a
background in teaching

Understanding of online learning

The ability to communicate in Welsh

Outstanding demonstrable customer service skills

Prioritise and manage time appropriately, able to work
under pressure and to deadlines

Actively listen to others’ needs and feedback

Confident and assertive communicator across all mediums
with a calm and measured approach

Attention to detail, task focus and accuracy and an ability
to manage time and workload efficiently

Evidence of excellent planning and record keeping

Previous experience of account management

Excellent eye for detail

Diligent



Positive can-do attitude, optimistic when overcoming
challenges, adversity, and changes

Highly committed and driven, with a desire to
achieve and improve

Excellent record of attendance and punctuality

Knowledge of National Curriculum and examination systems

Excellent ICT skills, especially proficient in Office365

Application
Please complete the Tute application form on our website

We are happy to accept a separate letter in support of the application
in lieu of the application form’s supporting statement

Closing
date 13th November 2020

Happy to helpHappy to help

recruitment@tute.com 0330 330 9751

For an informal discussion, feel free to contact Carol Skitt,
HR, and Compliance Manager, who would be happy to

explain more about Tute and the role

Powerful written and verbal communication skills with the
ability to converse with potential and existing customers who

will often be senior management

Willingness to undertake an apprenticeship
course relating to job role


