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Bolton Sixth Form College

Job Description
Job Title:

Learning Services Assistant 
Responsible to:
Senior Leader - Learning Services 
Main Function of Post:

To provide support to students with additional support needs, on a one to one or small group basis both in the classroom and throughout college.
Responsibilities/Duties:

· To support individual students with a range of needs and/or disabilities on a programme of additional support as directed by the Learning Services Senior Leader  
· To respond to the student’s needs as directed by the Learning Services Senior Leader
· To provide in class support/out of class support/personal care as required
· To be familiar with individual students specialised equipment and assistive technology

· To assist in the process of evaluating/monitoring students progress and ensuring the successful progression of the student through the curriculum

· To follow college procedures regarding transport arrangements

· To record student progress and pass on any relevant information or concerns to the Learning Services Senior Leader and teaching staff as appropriate
· To liaise with external agencies as directed by the Learning Services Senior Leader
· To provide general academic support and/or supervise students in the College Pod area/Support base room and other learning zones
· To support the management of student behaviour around the College with a key focus on the College Pod and other study areas

· To complete regular reviews, student need forms, support plans and logging of repaid hours as directed by the Learning Services Senior Leader
· Assist in skills support in numeracy, literacy and (if appropriate) the use of ICT, ensuring familiarity with related IT support packages
· To attend regular team meetings
· Other duties that are consistent with the objectives of the post and may be required from time to time by your Line Manager and the Principal.
NB - The work of the College is characterised by peaks in demand for annual activities e.g. enrolment. The holder of this post (together with other support staff) is expected to assist in these activities from time to time whether or not they are part of their normal day to day duties.

Bolton sixth Form College is committed to safeguarding children and promoting the welfare of children, young people and vulnerable adults and expects all members of staff and volunteers to share this commitment.
PERSON SPECIFICATION

Learning Services Assistant

Listed below are details of the personal and professional qualities we are looking for and how we will be assessing/measuring them. Please read this page carefully and ensure that you fulfil these criteria prior to making your application, as anyone not able to meet the essential requirements will jeopardise their chances of an interview.
E = ESSENTIAL

D = DESIRABLE

	CRITERIA
	STANDARD
	Essential
	Desirable
	ASSESSED BY



	QUALIFICATIONS


	· Educated to a minimum of GCSE   standard or equivalent with Maths and English Essential

· A relevant children/young person support qualification
	E


	D
	Original Certificates / Application Form

	EXPERIENCE/

KNOWLEDGE

	· Experience of providing support in an educational setting

· Experience of working with students with ASD

· An interest in the post 16 educational and learning environment  

· A rapport with young learners and an appreciation of the value that flexible support programmes can bring to the learning process

· An understanding of some of the issues that can affect learners with Specific Learning Difficulties, Impairment and Physical Health needs

· Experience of managing and challenging

general student behaviour


	E

E

E

E

 E
	D


	Application Form/Interview

	SKILLS AND QUALITIES


	· Good communication and interpersonal skills and a willingness to help at all   levels

· Positive attitude and Professional approach.

· Excellent organisational and planning skills.

· Ability to work under pressure and meet deadlines.

· Ability to work independently and as a part of a team. 

· Commitment to the Ethos of the Sixth Form College.

· Commitment to observing the Colleges Equal Opportunities, Health and Safety and Child Protection policies at all times.
	E

E
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E
	
	Application Form/Interview

	PERSONAL


	· Calm and concise with a strong and flexible   approach and the ability to deal with people at all levels.

· Full Disclosure clearance by Criminal Records Bureau.

· Medical Clearance.

NB – Both of the above would be following an initial offer of appointment.

· Excellent attendance and punctuality record
	E

E

E

E
	
	Application Form/Interview

Application Form/Interview




Learning Services Assistant (General) 

