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	Post Title:
	Learning Centre Assistant



	Grade:
	Grade 3


	Support Staff Framework Ref:
	L1711



	Responsible to:
	Learning Centre Manager



	Hours:
	37 hours term time plus equivalent of 1.2 weeks



	Job Summary:
	To work closely with the Learning Centre Manager in operating the Learning Centres on Dove & Trent Campuses as major curriculum facilities.



	Personnel

Specification:

1. Equal Opportunities:  The post-holder is expected to have knowledge and awareness of the Authority’s Equal Opportunities Policy and to implement its provisions in the execution of the post’s duties.

2. Experience and Qualifications:  As appropriate to undertake the major duties of the post.

3. Skills:  As appropriate to undertake the major duties of the post.

Disclosure Level:  Enhanced



	Major Duties:
· To assist in the effective and efficient running of the Learning Centre/Learning Centres on Dove and Trent.
· To work on a flexible basis across both sites allowing maximum use of both Learning Centres on Dove and Trent.
· To support students and staff in flexible learning strategies to maximise use of teaching time.

· To independently supervise students placed in the Learning Centre/Learning Centres on Dove and Trent during lesson times for study, pastoral or medical reasons.

· To supervise students working in the Learning Centre/Learning Centres on Dove and Trent at breaks, lunchtimes, before and after Academy.

· To independently supervise and assist with students being taught in the Learning Centre/Learning Centres on Dove and Trent during timetabled lessons.

· To support staff to use the Learning Centre/Learning Centres on Dove and Trent when groups are brought to the Learning Centre/learning Centres during teaching sessions.

· To issue and return books and other resources.

· To assist the Learning Centre Manager in cataloguing and recording resources on the computer.

· To assist students and staff in IT, aiding research, learning and creativity through software on the Academy’s network and the Internet: and giving technical support when required.

· To undertake routine administration e.g. booking of Learning Centres on Dove and Trent and IT rooms.

· To assist the Learning Centre Manager in creating a welcoming study environment for students of all abilities.

· To undertake library displays and promotional activities for the Learning Centre/Learning Centres on Dove and Trent.
· To issue project collections for staff/students.



	In addition:

1. To make suggestions to improve the on-going effectiveness of non-teaching support;
2. To comply with the requirements of Health & Safety, other relevant legislation and Academy documentation;
3. To undertake any other reasonable duties within the overall function, commensurate with the grading level and responsibility of the job;
4. To understand and comply with the Academy’s Equal Opportunities Policy;
5. To work on INSET Days;
6. Holiday leave will be in line with the policy for all support staff.  Annual leave cannot be taken during term-time.
7. All staff are expected to work in a flexible and versatile manner as directed by their line manager
8. To work within the requirements of the Safeguarding Children’s Policy.
9. To have a responsibility for promoting and safeguarding the welfare of students.
· Commitment to Safeguarding Children  

· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with by:

· Having an awareness of school safeguarding policy and procedures regarding child protection

· Become aware of the signs and symptoms of abuse by attending relevant safeguarding training

· Understand and support the Academy by attending training relevant to current national safeguarding issues such as The Prevent duty, Child Sexual Exploitation, Female Genital Mutilation.

· Report all causes for concern to the Safeguarding team using detailed and accurate information.

· Ensure the safety of all pupils in the school learning environment both indoor and outdoor

· Being fully aware of and understanding the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people.


	Notes:

a) The above responsibilities are subject to the general previsions of the appropriate conditions of service document and any authority interpretation as discussed with the non-teaching association.

b) The details of the duties will be determined following consultation with the post-holder.

c) The Academy operates a no smoking policy on campus.


Person Specification

Learning Centre Assistant

Level 2
	Essential Criteria


	Measured by

	Experience
· General clerical/administrative work
· Supervisory experience


	AF/I

	Qualifications/Training

· Good numeracy/literacy skills

· NVQ 2 or equivalent qualification or experience in relevant discipline


	T

AF/I

	Knowledge/Skills

· Effective use of ICT packages.
· Ability to use relevant equipment/resources.
· Good keyboard skills.
· Knowledge or relevant policies/codes of practice and awareness of relevant legislation.
· Ability to work constructively as part of a team.
· Ability to relate well to children and to adults.
· Ability to direct other adults.
· Good interpersonal skills.
· Good organising, planning and prioritising skills.
· Methodical with a good attention to detail.
	AF/I/A

	Behavioural Attributes
· Customer focused.

· Has a friendly yet professional and respectful approach which demonstrates support and shows mutual respect.

· Open, honest and an active listener.

· Takes responsibility and accountability.

· Committed to the needs of the students, parents and other stakeholders and challenge barriers and blocks to providing an effective service.

· Demonstrates a “can do” attitude including suggesting solutions, participating, trusting and encouraging others and achieving expectations.

· Is committed to the provision and improvement of quality service provision.

· Is adaptable to change/embraces and welcomes change.

· Acts with pace and urgency being energetic, enthusiastic and decisive.

· Communicates effectively.

· Has the ability to learn from experiences and challenges.

· Is committed to the continuous development of self and others by keeping up to date and sharing knowledge, encouraging new ideas, seeking new opportunities and challenges, open to ideas and developing new skills.


	


AF – Application form
A – Assessment
I – Interview

T – Test

Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience to working with challenging behaviours and 

· Attitudes to use of authority and maintaining discipline.

