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	Job Description



	Job Title


Learning Coach (Study Skills)-Lead 
Department:


Student Support
Grade: 
 Unqualified teacher rate: £17.53 ph/£22,173 per annum 
Hours: 


20-37 hours per week
Contract:


Fixed Term
Reporting to:


Principal through Deputy Principal 


	This job description complements that relating specifically to the post and Conditions of Service as laid down in SFCA Support Staff Handbook. These may be reviewed and amended in consultation with the post holder in the light of any changes in the requirement and priorities within the College.



	Purpose of Job:
To lead a team of progress learning coaches including day to day line management

To work in small group sessions; practising study skills and building confidence, to enable individuals to make progress towards their learning goals.

To oversee the administration system for booking, recording and monitoring sessions



	Main Duties & Responsibilities:
Management:

1. To organise the intervention and academic tracking for specific learner groups across a team of learning coaches. 
2. Lead a team of Learning Coaches to ensure consistency
3. Liaise with other curriculum and support staff regarding intervention strategies
4. To ensure that all eligible students are targeted and supported

5. To lead on the administration, record keeping and monitoring of attendance, student engagement of the tuition programme 
Main duties and responsibilities: 
1. To provide small group tuition to students, in areas including essay writing, organisational skills, examination revision and preparation techniques, research and organisational skills, proof reading and mind mapping. 

2. To work with a caseload of students to develop learning strategies and skills on a one-to-one individual basis within the academic framework.
3. To relate to young people with a wide range of abilities and often from diverse social backgrounds
4. Develop plans of action to help young people overcome barriers to achieving their full potential
5. To liaise with tutors regarding schemes of work and content for the coaching sessions.

6. To plan sessions which will stimulate interest and develop greater competency in study skills. 
7. To coach students in a way which encourages, motivates, and builds confidence.
8. To prepare and support students in their preparations for internal assessments and external examinations.

9. To monitor and maintain records of student attendance and performance.

10. To evaluate students’ progress and provide reports as required.

11. To keep up to date with teaching and learning methodology  

12. To collate and develop resources available for use in the classroom, or VLE

13. To promote good behaviour in line with College policy and positively encourage students to take responsibility for their own behaviour and progress
General Responsibilities 
These are standard to all Varndean College Job Descriptions 

· To apply the College’s own Safeguarding policy and practices

· To adhere to the College’s Equality and Diversity policy in all activities, and to actively promote equality of opportunity wherever possible. 

· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act (1974) and relevant EC directives. 

· To support the college in ensuring compliance with the requirements of the Data Protection Act. 

· To undertake such other duties as may be reasonably expected commensurate with the level of the post.


	This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a re-evaluation of the grading of the post. 


September 2021


	Person Specification



	Essential and Desirable criteria for the post of Learning Coach
The successful candidate will be able to demonstrate that they meet the following criteria.


	Attributes
	Essential
	Desirable

	Qualifications
	· A level or equivalent. 
	

	Knowledge
	· Competent knowledge of the use of IT to support learning

	· Knowledge of the Further Education sector.

· Understanding of learning difficulties 

	Skills/Abilities
	· Ability to empathise with students who find studying difficult and daunting
· Ability to establish positive and supportive relationships with students
· Capacity to explain clearly and meet individuals’ support needs

· A flexible, positive and proactive approach

· The ability to work as part of a team and to contribute to its development
· Effective organisational and time management skills
· Ability to learn quickly. 

· Reliable & Flexible Empathetic & Discrete 

· High degree of motivation, commitment, and enthusiasm.
	

	Experience
	· Relevant recent experience in a customer-focused environment

· Experience of creating and delivering training to a diverse range of people. 

· Interest in working in a secondary school or college
· Working experience of delivering advice & guidance
	· Experience of tutoring level 2
· Experience of providing one-to one study skills support to young people



	Other Requirements

	· An understanding of safeguarding and its importance within the college
· Enthusiasm for working with young people, aged 16-19

· Commitment to continuing professional development
	


Varndean College has a commitment to safeguarding and promoting the welfare of students and expects all staff to share this commitment. All posts are subject to Enhanced Disclosure clearance through the Disclosure and Barring Service (DBS). Please note, candidates’ suitability to work with young people will be explored at interview.
Teaching Staff - General Information: Terms and Conditions

Job title: Learning Coach (Study Skills)-Lead
1. Contract

This post is offered as a part-time fixed term contract of employment from 1 September 2021 until 31 May 2021 (term-time only). Contractual arrangements for this post determining conditions of employment are as agreed between the Sixth Form Colleges Association (SFCA) and staff representatives at national level.
2. Hours of Work

This post will between 20 and 37 hours a week to be agreed with the successful post-holder
3. Salary

This post is paid on the SFCA Teachers’ pay spine – for unqualified teachers, currently £22,173 per annum (pro rata). Salaries are paid monthly in arrears through the BACS system directly into the bank or building society account of each member of staff.
4. Pension Entitlement
All employees automatically become members of the Teachers’ Pension Scheme unless they decide to opt out. Members of the scheme are required to contribute a minimum if 7.4% of their pay and Varndean College will make a further contribution of 13.8% of the pensionable pay. 
5. Notice Period
You are entitled to receive, or required to give, two months' notice of termination of employment and in the Summer term three months', terminating at the end of term as defined below for this purpose:

the Summer term ends on 31 August

the Autumn term ends on 31 December

the Spring term ends on 30 April
6. Pre-appointment Checks
This appointment is subject to satisfactory references, proof of identify and eligibility to work in the UK, an enhanced criminal record check (DBS Disclosure), satisfactory medical questionnaire and presentation of original qualification certificates (if required).

7. Probation

Confirmation of your appointment will be subject to satisfactory completion of a period of probation of 9 months.  During this period, you will be expected to establish your suitability for the appointment.
8. Protection of Children and Vulnerable Adults

The College is committed to safeguarding and promoting the welfare of children and vulnerable adults, and applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service (DBS).
The nature of this post requires the College to undertake an enhanced criminal record check.
