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City of Westminster






	Job Title
	Learning Support Tutor/ Course Leader (0.5) FTE          
To be part of the Learning Support Team to provide one to one/group support based on the demand within the service.

	Salary  
	Salary Range £10,041 - £16910  
Fixed Term: One Year



	Responsible to
	Learning Inclusion Manager

	Staff Managed:  

	Direct Reports:
	Temps/TAC managed per annum
	Project staff managed per annum
	Are staff highly mobile or based on different sites?

	No: 0
	No:0
	No;0
	Yes

	Budgets managed
	 N/A
	

	Purpose of Job  (Brief summary of why the job exists, what the main outcomes expected are, taking into account workforce planning)

	· To work flexibly to deliver high quality support to learners across the service with a range of support needs

· To be responsible for assessing and arranging support for learners with physical, sensory, cognitive disabilities and mental health issues across the mainstream curriculum

· To promote the additional support service particularly at enrolment/induction sessions for learners and staff 

· To liaise and collaborate with course tutors/course team leaders to ensure learners progress and achieve

· To teach one to one or small groups.


	Key duties and responsibilities of role 


1. To undertake initial and diagnostic assessments which will identify learners support needs and develop appropriate support packages for individuals or small groups

2. To deliver on-course study skills sessions and provide English and Maths support for individuals and small groups

3. To deliver appropriate Learning Support across the Service as required for learners with a range of support needs such as physical disabilities, medical conditions, sensory impairments and mental health issues 

4. To attend and contribute to learning support team meetings and the overall development of a high quality learning support service.

5. To support the enrolment process as required

6. To undertake appropriate training identified through the line management and end of year appraisal process.

7. To maintain records of learner’s progress through ILP’s and the learning support database

8. To liaise and collaborate with course team leaders, tutors and learning assistants to ensure learner success and progress

9. To regularly review learning with learners, tutors and learning assistants and keep records of review meetings

10. Ensure the promotion of an inclusive learning environment across the service.
11. To maintain high levels of learner retention, achievement and to support learner progression.

12.  To provide progression, retention and achievement information to the Learning Support Manager and the Head of Learner Experience.

13. To monitor learner attendance and punctuality at support sessions and take appropriate action as required.

14. To produce high quality flexible learning materials and handouts.

15. To participate in the service’s self-assessment and development plans.

16. To ensure the security and return of any equipment borrowed or used within the classroom 

17. Comply with any reasonable request in relation to the teaching programme made by the Service which may include working evenings/weekends

18. Keep up to date with national developments in relation to learning support.

19. This post will involve working in the evenings and occasionally at weekends and on a variety of sites
General
· To actively promote equality and diversity in all aspects of work with and for the Service.

· To take responsibility for own professional development and participate in relevant internal and external activities;

· To implement the College’s health and safety policies and practices, including Safeguarding.

· To carry out the above duties within the requirements of the Data Protection Act. 

· To carry out the above duties in a confidential and sensitive manner.
· To undertake such other duties commensurate with the grade of the post as may reasonably be required including some flexible hours including evening or weekend working as well as off-site working.

	DISPOSITION/PERSONAL QUALITIES
					
	Excellent communication and interpersonal skills
	E
	(
		(
	(

	Ability to be flexible and adaptable in terms of working hours and locations.
	E

	(
		(
	
	Ability to function effectively as part of a team
	E
	(
		(
	(

	KNOWLEDGE/UNDERSTANDING OF KEY POLICIES
					
	Understanding of Safeguarding Legislation and its application within the educational sector and in relation to this post.
	E
	(
		(
	
	Commitment to equality and diversity and a good understanding of its practical implementation in the role.

	E
	(
		(
	

	


