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Job Description
Job Title:
          Assistant Manager Student Support– Additional Learning 
                                Needs
Responsible To:
Head of Student Support 
Job Purpose:
To coordinate the Additional Learning Needs Support function across the college through the efficient and effective management of the Study Skills Assistant Team and liaison with external and internal stakeholders who inform the identification of individual support needs.  To deputise for the Head of Student Support and the Assistant Principal Students as required.
Principal Responsibilities

A. General Duties 

1. To support the Head of Student Support and the Colleges ALNCo in the delivery of high quality customer focused study skills services that will impact positively on student completion, attainment, overall success and progression rates; 
2. To contribute to the production the annual SAR for Student Support;
3. To be a member of the Colleges Safeguarding Team;

4. To work with the Student Support management team and the Colleges ALNCo to support the implementation of the ALNET 
5. To contribute to the collection and collation of data required to evidence the use of the Additional Learning Support funding allocated to the College by the Welsh Government

6. To work with an allocated Director of Studies and the associated academic School cluster to facilitate the effective delivery of student support services across Schools, colleges and campuses;

7. To deputise for the Head of Student Services and the Assistant Principal Students as and when required
B. Specific Duties
1. To lead on the delivery of the Additional Learning Needs function to ensure a fully embedded service that provides parity of entitlement to prospective students and students across the group of colleges; 
2. To manage the College Study Skills Assistant team to ensure study skills support cover is maintained across the College and ensure the continuous professional development and training of the team  
3. To work closely with the student recruitment and academic management teams in respect of applicants with additional support needs, interviewing applicants where appropriate and providing support for taster and induction activities

4. To work collaboratively with the Head of School FACL and all other academic managers  in the effective management of the transition and review process for students with ALN including liaison with special schools, school SENCOs and other agencies including Careers Wales to ensure smooth transitions from school to college 
5. To complete IDPs, specialist risk assessments and personal evacuation plans for students with additional learning needs, disabilities and health related conditions when required;
6. To work collaboratively with subject tutors, Heads and Deputy Heads of School to ensure identified student support needs are understood, met and reviewed;

7. Establish consistent referral pathways so students can optimise available resources and support and adopt person centered approaches;
8. To ensure accurate records of support are maintained on Ontrack Teaching and Learning, Ontrack Hub and other data sources as required;  
9. To work with all functional managers and in particular the Assistant Manager Exams and the Business and Management Information Systems manager to deliver a coherent and effective additional learning needs support service across the college;

10. To work with the College Skills and Progression Manager and the SLs Skills and Progression to facilitates the WEST assessment process for new students

C. College Duties
1. To actively promote the Diversity agenda within the College;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 
4. To contribute to and represent the overall visions and values of the College;
5. To adhere to all College policies and procedures;
6. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 
7. To undertake professional development as required; and
8. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the HR Manager, which may lead to revisions in light of the operational requirements of the College.
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