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JOB DESCRIPTION


Job Title:			`	Learning Centre Support Assistant

Spine Point:				Spine Point 18 on College’s Single Pay Spine

[bookmark: _GoBack]Salary: 					£23,732 per annum (full time equivalent)

Responsible to:				Learning Centre Team Leader

Other Significant Relationships: 	Other team members, curriculum staff, students & external stakeholders

MAIN PURPOSE OF THE JOB:

1.	Support students and staff in all aspects of the use of the Learning Centres.
2. 	Provide study skills and information retrieval skills support.
3. 	Support the development of and deliver study skills sessions (one to one or groups) and research, develop and maintain resources.
4. 	Contribute to the development of e-learning strategies and resources.
5. 	Promote the service with students and staff.  Identify and respond to curriculum needs.

KEY RESPONSIBILITIES OF THE JOB HOLDER:

1.	Support students in study skills and information retrieval.
2. 	Support the development of and run information skills sessions (on to one or groups).
3.	 Promote the service to teaching staff and identify curriculum needs, attending meetings as appropriate.
4.	Explore and develop e-learning content that supports the learner and service provision.
5.	Be student focussed and an ability to build positive relations with, and manage groups of students, and help maintain an environment conductive to study.
6. 	Supervise student use of computers, assistive technologies, audio visual and photocopying equipment.
7.	Support students with the use of IT and assistive technologies.
8. 	Working in conjunction with the Centre Manager, give support to any matters of student conduct that may arise.
9.	Assist with student, staff and key stakeholder enquiries.  These may be face to face, via the telephone or via electronic communication.
10.	Maintain accurate records and keep data safely and securely.
11.	Development and maintenance of paper based and electronic resource, help sheets and websites, and subject specific information files/resources including the Learning Centre pages on SharePoint and the student intranet (VLE).
12.	Welcome and admit users via the gate mechanism.  Issue, return, shelve and tidy resources, deal with reservations, overdues and fines and perform searches via the computerised library management system.
13.	Action all processes relating to the ordering and receipt of new stock.
14.	Assist with the delivery of new student Induction sessions.
15. 	Contribute to the general maintenance of the environment of the Centre in order to convey a professional image at all times.
16. 	Set up and manage assistive technology hardware and software, and assist with the compilation of a database and guides for its use as required.
17.	Working flexibly across all sites including evening shifts as required.


General

The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  All College employees are required to undertake the following general duties:

· Carrying out such other duties as may be reasonably requested by the line manager, or any more senior manager.
· Compliance with health and safety policies and procedures and risk assessments.
· Sharing in the College’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults.
· Awareness of the College’s Equality and Diversity policies and targets, and actively promoting equality of opportunity.
· Ensuring adherence with Risk Management Policy.




PERSON SPECIFICATION


Qualifications:
	
	Essential
	Desirable

	A good standard of general education
	√
	

	A service specific qualification
	
	√

	Qualified to minimum L2 in Maths & English or working towards
	√
	



Knowledge and Experience:
	
	Essential
	Desirable

	Successfully operating as part of a team
	√
	

	Experience of delivering presentations
	
	√

	Experience of working as a Learning Resources Assistant or similar role
	
	√



Skills and Competencies:
	
	Essential
	Desirable

	The ability to engage with service users in an engaging, supportive and well-informed manner
	√
	

	Ability to communicate with students, staff and external organisations on an individual and group basis
	√
	

	The ability to operate as an effective and supportive team member
	√
	

	Excellent front line customer service skills – patience, tact, sensitivity and good humour
	√
	

	Good verbal and written skills
	√
	

	A working knowledge of Microsoft Office packages, including Word, Excel and Outlook.  Database proficiency as relating to College systems.
	
	√

	Be able to deal with people in a calm and courteous manner
	√
	

	The ability to work under pressure and to deadlines both independently and as part of a team.
	√
	

	The ability to work with discretion and maintain confidentiality
	√
	

	An ability to relate to and empathise with students of all ages and backgrounds.
	√
	



Other Qualities:
	
	Essential
	Desirable

	Outgoing, personable, enthusiastic and determined
	√
	

	A willing and adaptable approach to work
	√
	

	A commitment to continuous professional development at both personal and team levels
	√
	

	An understanding of and commitment to the College’s Equality and Diversity policies
	√
	

	Prepared to operate in accordance with the College’s Health and Safety Policies
	√
	



Page 2 of 2
Reviewed:  November 2022

image1.png
oo 2P

SOUTH EAST
COLLEGES




