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Job Description
	Job Title:     
	Learning Support Assistant


	Grade:	
	Scale 4


	Responsible to:
	Learning Support Team Leader




Introduction
The College Group’s Vision and Values are embodied in the following statements:

1. The acquisition of knowledge which is linked to tangible skills development in a safe learning environment is the essence of a quality learning experience. If this process also challenges reasoning, planning and individual organisation then it will develop valuable learner skills allowing individuals to realise their full potential. The College Group is committed to widening participation in all its learning activity and is committed to making provision available at all academic levels to match the diverse needs of our learners.
2. The College Group is committed to the principles of partnership and collaboration with a range of likeminded organisations on a local, regional, national and international basis and will deliver its Vision and Values through a culture of a professional, open and self critical organisation that embraces change and believes in high quality and where responsible contribution of individuals is encouraged and valued at all levels.
3. The College Group is committed to encouraging and demonstrating enterprise, entrepreneurialism and innovation amongst learners and staff through the curriculum and to developing the commercial activity of the College Group.

[bookmark: _GoBack]What will I be doing? (contribution statement) 

As a member of the Additional Learning Support team you will assist individual learners to realise their learning goals and full potential.
Main Duties and Responsibilities
1.	To assist individual learners in the learning environment, whether in the classroom, study centre or during an outside activity, as directed by the Lecturer.

2. To support individual learners on a one to one basis following a prescribed scheme of work and using materials directed by the Lecturer.
3. To support an individual learner in the learning environment; for instance, breaking down tasks into manageable chunks; assisting with focus and concentration; and, checking understanding along with acting as a scribe and/or photocopying material for the learner’s use.
4. To record an individual learner’s progress by completing college documentation/ updating student record system as advised.
5. To liaise with teaching staff on the learners’ progress and learning plan, taking part in half-termly reviews in conjunction with teaching staff as required.
6. To maintain health and safety by supervising learners in out-of-class activities, including break time and bus duty as and when required.
7. To maintain the appropriate incident log and a record of support provided.
8. To act as a learner mentor / named trusted adult for allocated learners who have an EHCP.  This will involve supporting the learner to achieve outcomes on the EHCP; contributing to and attending learner’s annual review. 

	Other duties
1.	Maintain and develop effective communication, liaison and relationships with all staff.
2.	Participate in appropriate cross Sparsholt College Group groups and committees. 
3.	To participate in the organisation’s appraisal process.
4.	Undertake and deliver appropriate staff development and training
5.	To comply with and promote College Health and Safety policies and take appropriate responsibility to ensure the health and safety of self and others
6.	Ensure compliance with and implementation of all Sparsholt College Group policies and procedures in respect of Equality and Diversity and pursue the achievement and integration of Equality and Diversity throughout all the College’s activities
7.	Assist the organisation in its compliance with Data Protection, Freedom of Information, Computer Misuse, copyright and information retention legislation
8.	Ensure compliance with and implementation of all College policies and procedures in respect of Safeguarding Legislation 
9.	The post holder will provide services across all Sparsholt College Group sites therefore travelling and working away from normal base will be required from time to time.
10.	To undertake such other reasonable duties as may be required from time to time and review this Job Description at least annually with the Manager through the annual appraisal scheme
11.	Carry out administrative procedures including record keeping and production of reports


Job Description prepared:	Date: 

Agreed by Job Holder:	Date:

Approved by Manager:	Date:

Approved by SLT Member:                         Date:


Notes:
This job description outlines the main duties and key performance outcomes of the role.  It is not exhaustive and may be varied by the organisation following consultation with the post holder. 

The job description, duties and key performance outcomes must be reviewed annually with the line manager and approved by a member of the Strategic Leadership team.

















Person Specification/Competency Profile
Learning Support Assistant
When completing you application form please evidence how you fully meet each of the essential criteria 
	SKILLS AND CORE COMPETENCIES
	HOW MEASURED

	Technical competency and knowledge (qualifications and training)
1. GCSE Grade C or above in English and Maths or equivalent (E)
2. Certificate in Learning Support, or willingness to attain (E)
3. Embedding Basic Skills L3 (D)
4. ECDL L2/Key Skills ICT L2 (D)
5. Qualification or experience in the land based sector (D)
	
Qualification certificates

Qualification certificates

Qualification certificates

Qualifications, Application

	Experience, knowledge and judgement
1.	Experience of working in a pastoral/care or educational environment. (E)
2.	Competence in the use of: Word, Excel and Outlook. (E)
3.	Knows when and where to use judgement, and when and where to seek guidance. (E)
4.	Takes appropriate and relevant information into account before making decisions. (E)
	

Application, Interview


Application, Interview


Interview


Interview

	Personal qualities, communicating and relating to others.
1. Self-motivated, positive thinking with a ‘can-do’ attitude. (E)
2. Strong student focus. (E)
3. Able to communicate effectively verbally and in written form. (produce, accurate and timely written reports). (E)
4. Maintains and develops effective communication, liaison and relationships. (E)  
5. Ability to work as part of a team with minimal supervision. (E)
	
Application, Interview

Application, Interview

Application, Interview


Interview


Application, Interview


	Leading, relating to, and developing others
1. Establishes and maintains effective working relationships with colleagues at all levels. (E)
2. Commitment to Equality and Diversity - awareness of relevant legislation and the need for assessments of user need. (E)
3. Ability to be calm and diffuse challenging situations and be non-judgmental. (E)
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Application, interview, references

Interview

	Other
1. Possession of a driving licence. (D)
2. Willingness to use own vehicle for business purposes. (D/E)
3. Ability and willingness to undertake some travelling in the UK. (E)
4. Ability and willingness to work flexibly (evening, weekend) to meet the needs of the organisation. (E)

	

Sight/copy of Documents

Sight/copy of Documents

Interview

Interview
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