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Education Business Services (Stoke) Ltd is a subsidiary company of Stoke on Trent College 
JOB DESCRIPTION
	General Details

	Job Title
	Learning Support Assistant

	Vacancy No
	VN1795

	Programme Area
	Foundation and Additional Learning Support

	Reporting to
	Head of Learning

	Responsible for 
	N/A

	Place of work
	Cauldon/Burslem

	Tenure
	Permanent

	Hours/FTE
	20 hours per week, term time only (36 weeks)

	Salary
	Grade 1C SCP 9 £15,840 pro rata (unqualified or qualified to Level 3 in Learning Support; level 2 literacy and numeracy)

Grade 2A SCP 12 £17,436 pro rata, (qualified to Level 3 in Learning Support; level 2 literacy and numeracy; additional higher level relevant support qualification/s)

If required, Level 3 in Learning Support to be achieved 
within 2 Years

	Terms & Conditions
	Education Business Services

	DBS
	Subject to an Enhanced DBS Disclosure

	Closing Date
	20th October 2019

	Interview Date
	TBC


Main duties and responsibilities
The role of a Learning Support Assistant at Stoke on Trent College is to:

a) Provide appropriate support for learners with a disability and/or learning difficulty or additional learning support needs to remove barriers to learning
b) Provide in class, group study skills sessions, 1-1 support for targeted learners with additional support needs

c) Maintain learning support records which enable learners to set, monitor and achieve their goals 

d) Contribute to the Education Health and Care Plan Review 
Additional Learning Support:

The post holder will:

a) Work collaboratively with teaching and support staff to develop an overview of ‘at-risk’ learners at the college to support attendance, retention, achievement and progression

b) Work proactively with learners to remove barriers to learning

c) Provide in-class, small group study skills or 1:1 learning support for groups and targeted learners with additional support needs under the direction of lecturing staff to develop literacy, numeracy and employability/work-ready skills 
d) Monitor and support attendance, retention and achievement levels of learners with additional support needs

e) Support learners to achieve their potential including high grades

f) Support learners to develop literacy, numeracy and work-ready skills to enable the learner to successfully access and complete their course of study and to support progression to further training and/or employment

g) Work flexibly as a member of a team of support staff
h) Maintain accurate learning support records and support learners to set, monitor and achieve their individual targets

i) Contribute to the Annual Reviews of Learners with an Educational, Health and Care Plan and/or learners with High Cost additional learning support
j) Respond to First Aid requests and maintain that qualification throughout employment, including the use of a defibrillator and maintain the qualification throughout employment.
Other Responsibilities
a)
To identify the financial, health and safety, equality, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.

b)
To comply with the College’s own safeguarding policy and practices, and work in accordance with the Keeping Children Safe in Education Statutory Guidance for Schools and Colleges.  To attend relevant and associated training as requested.

c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To present and promote an appropriate public image in representing the College and demonstrate the core values expected of Stoke on Trent College employees.  Carrying out all duties in the context of the practical application of the College’s Equal Opportunities Policy.

e)
To undertake any other duties as may reasonably be required commensurate with the post.
NOTE  

This job profile is intended to provide a general guide to the duties and responsibilities of the post and aims to set this in the context of the framework within which the post holder is expected to operate.  

This job profile should not be viewed as a legal document or a set of conditions of service and it can be reviewed at any time in light of the needs of Stoke on Trent College.   This job is correct as of October 2019.  It will be updated in consultation with the post holder through the PDR process as and when circumstances change.

Stoke-on-Trent College is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 XE "Disability Discrimination Act 1995"  to accommodate a suitable candidate with a disability XE "Candidate(s), disabled" .

 Person Specification

EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	R  =
	References

	T  =
	Test

	P  =
	Presentation

	C =
	Certificate

	Or a combination


Person Specification

	
	Essential
	Desirable
	Evidence

	
	
	
	

	Qualifications
	
	
	

	1. Level 2 qualification (GCSE A* - C or equivalent) in Maths and English or a willingness to attain Maths & English qualifications with the support of the College
	(
	
	A, C

	2. Possession of a Level 3 Certificate in Learning Support or a willingness to acquire this qualification within 2 years of appointment
	(
	
	A, C

	3. Possession of the Award in Education and Training (AET)/ PTTLs or a willingness to acquire this qualification
	(
	
	A, C

	4. First aid at work certificate (renewable every 3yrs) or willingness to attain this required qualification
	
	(
	A, C

	Experience 
	
	
	

	5. Experience of working in a learning support role with learners aged 14+ and/or adults with a range of learning support needs
	(
	
	A, I

	6. Experience of supporting learners with a range of support needs including learning, personal, social, emotional and behavioural
	(
	
	A, I

	Skills /Knowledge
	
	
	

	7. Good IT, written and verbal communication skills
	(
	
	A, I

	8. Good working knowledge of ProMonitor and experience of completing 1:1 and small group tutorials
	
	(
	I

	9. Ability to travel between sites and work evenings (as required)
	(
	
	I

	10. Demonstrate suitability to work with children and vulnerable adults including knowledge/understanding of safeguarding and Prevent 
	(
	
	I

	11. An understanding of safeguarding and its importance within the college
	(
	
	I

	12. Able to work flexibly as part of the wider College team
	
	
	I

	Qualities/Approach linked to college values 
	
	
	

	13. Demonstrate a positive approach to equality and diversity and customer service 
	(
	
	I

	14. Demonstrate an ability to take responsibility for your own and others Health and Safety at work
	(
	
	I

	15. Demonstrate a commitment to safeguarding and promoting student welfare
	(
	
	I

	16. Flexible and professional approach 
	(
	
	I

	17. Ability to work as part of a team to achieve common objectives and as part of the wider College team
	(
	
	I

	18. Demonstrate that you take responsibility and ownership, e.g. meeting deadlines, sharing practice, following organisational policy and procedures
	(
	
	I


TERMS & CONDITIONS FOR EDUCATION BUSINESS SERVICES (STOKE) LTD

The post is offered on an Education Business Services (Stoke) Ltd contract.

Conditions of Appointment

All appointments are offered subject to a period of probationary service up to twelve months, during which time performance will be assessed. In addition, all appointments are subject to:

• medical review

• verification of relevant qualifications

• receipt of references considered suitable by the Company

• a satisfactory enhanced Disclosure check

Pension Arrangements

Education Business Services (Stoke) Ltd staff have the opportunity to participate in the stakeholder pension scheme provided by Scottish Widows.  

Working Hours

The standard full time working week for all staff is 37 hours.

Maternity, Paternity & Adoption

The Company operates a Maternity, Paternity and Adoption schemes which provides for the normal statutory benefits.

Sick Pay

The Company has a scheme of sickness benefits, which are over and above the statutory sickness entitlements.

Training and Development

Education Business Services (Stoke) Ltd is committed to the professional and personal development of all our employees. Individual Training and Development plans are formulated via the staff performance review system.

Holidays

Education Business Services (Stoke) Ltd staff are entitled to 32 days of annual leave per year inclusive of public bank holidays. This includes any days which are designated by the Company (e.g., between Christmas and New Year). There are a number of directed leave days each academic year and these are set out in the College Calendar.  Typically these directed leave days will be during Christmas, Easter and in the summer period where the College will close its sites in the interested of efficiency.

Staff Parking

Free and generous parking space is available on site subject to availability at peak times.  

Salary Payments

Salary is paid by direct credit transfer to your bank or building society account in 12 equal parts. Payment is made on the 27th day of each month or the next working day thereafter.

Notice Periods

The amount of notice you are required to give and entitled to receive is 1 months.  Fixed term appointments may be offered with a notice period of one week, depending upon the length of the fixed term. The notice period applicable during a probationary period is 1 week.

Location of Work

Your principal place of work will be at the site given in the job description of the post. However, you may be required to work on either temporary or indefinite basis, at any premises at which the Company may from time to time provide services.

Equality of Opportunity

Education Business Services (Stoke) Ltd is committed to the principle of equal opportunity. We will ensure that no employee, applicant for employment or student receives less favourable treatment on any grounds, which cannot be seen to be justified in relation to employment, education and training.












