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JOB PROFILE


	Job title:
	Learning Facilitator

	
	

	Grade:

	Band 4 

	Accountable to:

Line Management of:

	Lead Learning Facilitator
N/A

	Responsible for:

	Directed support for learning to all College students, both face to face and online. Facilitating both planned and independent learning opportunities. Working closely with the Learning Technology Team you will be the ‘go to’ person for support within the learning resource centres for digital learning, taking the lead on digital initiatives, projects and promoting the use of new technologies. 



	General Duties and Responsibilities 

· To contribute to the strategic direction and operational effectiveness of the College. 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college.
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement.
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement.
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies.
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff.
· To complete and remain up to date with Mandatory Training.
· To participate in the College Professional Development and Review (PDR) Scheme.  

Duties and responsibilities



1. To assist in the smooth delivery of the LRC service by performing routine administrative duties effectively and efficiently.

2. To Practice excellent service standards ensuring customer needs are met.

3. Acquire and maintain detailed knowledge of the range and content of learning resources including all e-resources available via the LRC to ensure excellent standards of support and guidance to all users.
4. To work proactively with Curriculum teams and individuals raising awareness of key curriculum resources to ensure those resources are embedded into online learning platforms where appropriate.

5. Promote inductions services for learners and staff, in groups and on a 1:1 basis, including the preparation and delivery of workshops that support curriculum delivery and help learners acquire skills for independent learning.

6. Assist learners in the retrieval of information, the use of equipment/IT related facilities, basic trouble shooting and services available in the LRC.

7. Promote the service through developing and delivering learner engagement activities. Supporting in-College and local/national initiatives.

8. Provide information regarding the selection of new material and participate in the acquisitions, maintenance and withdrawal of stock. Ensuring any processing and cataloguing of new material onto the Library Management System is carried out in a timely fashion. 

9. To have a clear knowledge and understanding of the Library Management System and LRC platforms and perform any administration duties associated with these systems.

10. To develop and facilitate engaging blended learning sessions to students in the library or other designated spaces.

11.  To facilitate workshops that support curriculum delivery and help students acquire new skills.

12.  To work with faculty areas to link blended learning sessions and workshops to the curriculum framework so that students find the sessions relevant and engaging.

13. Contribute to the provision of a stimulating, supportive, welcoming and safe learning environment utilising print and online technologies.

14. To act as an inspirational ambassador for blended learning approaches to supporting students with the use of technology and the embedding of this across the organisation 

15.  To effectively support students to track and record their progress on relevant college systems. This includes recording of the Individual Learner Journey and target setting.

16.  To stay abreast of new developments/technologies to enhance and develop the organisation.

17. Organise resources, ensuring they are easily and readily accessible to our students through displays and creative promotions.

18.  Help to mentor new staff members as required and support work experience students as required.

19. Any other duties commensurate with the grade and nature of the post as it evolves in line with College development.
 NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.

PERSON SPECIFICATION

	Role:  Library Assistant
	E/D
	A
	I
	T

	Qualifications:  

	1
	Hold or working towards (AET, DET) a recognised teaching Qualification 
	D
	X
	
	

	2
	Hold or are working towards an IT qualification to at least level 3 or industry certification
	D
	X
	
	

	3
	Educated to Level 2, 5 GCSE passes A-C/9-4 including English and maths or equivalent qualification 
	E
	X
	
	

	4
	Demonstrate knowledge of current trends and issues in FE Libraries
	E
	X
	
	

	Experience and Skills:

	5
	Proven experience of working in a frontline, customer focussed service
	E
	x
	X
	

	6
	Experience of working with a range of information resources in varying formats and familiarity with digital technology, online resources and MS Office.
	
E
	
X
	
	

	7
	Ability to speak confidently and deliver information sessions/workshops to groups and on a one to one basis. 
	E
	
	X
	

	8
	Ability to listen to service users and respond flexibly to their needs.
	E
	X
	
	

	9
	Ability to devise, support and manage a range of learner engagement activities. 
	E
	
	X
	

	10
	Ability to develop positive, collaborative working relationships with learners and colleagues.
	E
	
	X
	

	11
	Experience of delivering a range of training through a variety of methods.
	D
	
	X
	

	12
	Experience and knowledge of using a virtual learning platform in an educational setting.
	D
	
	X
	

	13
	Experience of facilitating blended learning and assessment approaches.
	D
	
	X
	

	14
	Proficient in IT skills and an ability to learn and develop new skills.
	E
	x
	
	

	15
	Good awareness of current trends and best practice in blended learning
	D
	X
	
	

	16
	Experience of working effectively with other team members to improve and enhance service delivery
	E
	
	X
	

	17
	Ability to pay attention to detail and follow systems/procedures to ensure excellent and consistent service standards are met
	E
	
	X
	

	18
	Ability to meet deadlines and prioritise tasks to ensure goals are met, working without direct supervision if necessary
	E
	
	X
	

	Personal Attributes: 

	16
	Flexibility to work at any College site as required
	E
	X
	
	

	17
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	
	

	18
	Commitment to quality and excellence through evidence of continuing professional development
	E
	
	X
	

	19
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	
	X
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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