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BRADFORD COLLEGE

JOB DESCRIPTION

Job Title:
Adaptation of Materials Coordinator 

Disability Services and Additional Learning Support
Contract:
Permanent, full time, term time only 40 weeks per year
Salary:
£16,098.46 - £17,517.70 per annum (actual)

£20,928 - £22,773 per annum
Closing Date:

25 July 2017



Job Ref: 17101
          
Job Summary

The post holder will primarily manage all aspects of the Adaptation of Materials Service provided by the Disability Services and Additional Learning Support Team, providing guidance and leadership to staff. 

This will include taking an active role in transcribing materials into Braille, large print or tactile diagrams as appropriate. They will also provide direct support to students with visual impairments on programmes of study.
Specialist training and guidance will be provided by the Learning Support Tutor for students with visual impairments.
They will report directly to the HE Disability and Inclusion Advisor.

Main Responsibilities
· To manage the Adaptation of Materials Service across FE and HE to ensure a timely, professional and high quality service is maintained for students;
· To be responsible for managing the performance of Specialist Learning Assistants and other learning support staff, specifically in the areas of quality assurance monitoring, appraisal, staff development, and student satisfaction;
· To be responsible for timetabling Specialist Learning Assistants and other learning support staff, creating and maintaining accurate records of supported sessions and funding using current departmental systems;
· To develop systems and records to track materials produced;
· To ensure appropriate records, staff and student timetables and reports are maintained and available as required by internal management information systems and external audit regimes;
· To analyse data at regular intervals to ensure allocation of resources is appropriate across the curriculum;
· To prepare materials into all appropriate formats (college information, learning and examination materials etc.) for students with visual impairments;
· To assist in the adaptation of materials into other formats as required in support of the Adaptation of Materials Service;
· To consult and liaise with Learning Support Tutors, Wellbeing Advisors, Team Leaders and Learning Assistant Coordinators to ensure high quality learning support experience for students;
· To provide non-teaching support for students with visual impairments studying on Further Education and Higher Education programmes at a level agreed with your line manager;
· To provide specialist support for visually impaired and blind students undertaking exams as directed;
· To keep up to date with the various pieces of assistive technology;
· To follow college procedures for line managers in relation to investigating staff disciplinary and sickness absence with the support and guidance of the HE Disability and Inclusion Advisor;
· To support the Programme Area Leader in the development of the Disability Services and Additional Learning Support Team;
· To promote excellent support strategies and to disseminate and share good practice across the College;
· To contribute to the collegial culture, mission and strategic objectives and to work with colleagues in curriculum and other service areas across the College;
· To be compliant with College quality assurance processes;
· To be compliant with College Equality and Diversity and Learning Support policies and procedures;
· To undertake additional duties that may be required commensurate with the level of responsibility of the post.
The post holder will be required to:

· Undertake a Disclosure and Barring Service check for this post.
· Commit to the College child protection policy and promote a safe environment for children and young people learning within the College.  Be alert to any indication or allegation of abuse and take appropriate action under the College procedures for the protection of children and vulnerable adults.

· Promote equality of opportunity and diversity in all aspects of the job and to challenge inequality and discrimination.
· Support the College management in all health and safety matters and take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions at work.

BRADFORD COLLEGE

PERSON SPECIFICATION

	Job Title:    Adaptation of Materials Coordinator                                                 Job Ref: 17101

Applicant note: You must list ALL relevant qualifications on your application, including any equivalent qualifications, together with grades.  Failure to do this will result in applicants not being shortlisted.

	CRITERIA
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS 

& AWARDS

Evidence of all awards will be required before commencement of employment.  Failure to provide evidence will lead to all offers of employment being withdrawn.
	· A qualification at level 3 (e.g. A level, NVQ 3)

· GCSE A* - C or nationally recognised level 2 qualification in Maths or equivalent (e.g. CSE 1, O level A – C.)
· GCSE A* - C or nationally recognised level 2 qualification in English or equivalent (e.g. CSE 1, O level A – C.)
· A qualification in Braille production, or willingness to undertake within an agreed time period.
	· A qualification in IT
· RNIB Transcription Certificate
· First line management qualification


	EXPERIENCE, 

SKILLS 

& KNOWLEDGE


	· Substantial experience of adapting materials for use by pupils/students who have disabilities and/or learning difficulties.

· Experience in supporting students who are visually impaired or blind in post-16 education.

· Knowledge of a variety of techniques to support the learning of students who have disabilities and/or learning difficulties.

· Confidence in using IT to support disabled students.

· Awareness of a wide range of assistive technologies.

· Ability to use IT for administrative purposes.

· Ability to work flexibly and effectively as part of a team.
	· Experience of Braille production methods.

· Experience of demonstrating or providing training to colleagues.

	OTHER REQUIREMENTS


	· Ability to communicate effectively with people with a range of abilities and motivation.

· Ability to meet deadlines.
	


Main Conditions of Service - Academic Staff

Salary

The salary range for the post is indicated in the advertisement and will be confirmed with you at offer.  Your salary will be payable monthly, in arrears, by direct credit transfer.

Hours of Work

Your normal working hours will be 35 hours per week to be worked between Monday and Friday.  (Associate Lecturers will work a proportion of the full-time hours according to the fraction of the post, e.g. a 0.5 Associate Lecturer will work 17.5 hours per week).  You may, from time to time, be required to work on a Saturday or Sunday, in which case you will be given time off in lieu during your normal working week.

Pension

You are entitled to participate in the Teachers’ Pension Scheme (“TPS”) subject to its terms and conditions from time to time in force.  The scheme automatically covers all lecturers who have not elected to opt out of the scheme.  Should you choose not to join the TPS, you must participate in the State Pension Scheme or take out a personal pension.  Full details of the scheme will be given on appointment.

Holiday Entitlement
In addition to the usual 8 Bank/Public holidays you will be entitled to 3 further days following Bank Holiday Mondays specified in the contract of employment.  You are also entitled to a further 44 working days holiday in each holiday year (being the period from 1 September to 31 August).  You will be required to use up to 5 working days of your holiday entitlement on days when the Corporation’s activities are suspended in the interests of efficiency.  For Associate Lecturers, holiday entitlement will be calculated on a pro rata basis.  The holiday entitlement is pro rata to the entitlement of a full-timer.

Probationary Period
If you are newly appointed to the Corporation, the first 12 months of your employment will be a probationary period, during which your suitability for the position to which you have been appointed will be assessed.

Continuing Professional Development

You will be required to complete a minimum number of hours of continuing professional development (CPD) every year and maintain a record of this on the College’s staff development database.  Full details of the College’s policy in relation to CPD will be provided to all teaching staff on appointment.

Requirement for Teaching Qualification

You will be required to hold relevant teaching qualifications.  The type of qualification required will depend on a number of factors, including the date on which employment commenced and the type of post held.  Teaching staff will receive guidance regarding the qualifications required.

