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JOB DESCRIPTION

Job Title:
Learning Facilitator
Reports to:
Team Leader – Additional Learning Support
Overall Responsibilities:
· To support the development of study skills to students with an identified Learning Difficulty and/or Disability.
· To develop and maintain resources to support the needs of students with an identified Learning Difficulty and/or Disability.
· To maintain relevant documentation in line with College requirements.
Main duties:
1. To provide out of class study skills support to students with an identified Learning Difficulty and/or Disability on a 1-1 or small group basis.
2. To administer and assess/mark tests and invigilate tests such as initial assessments.

3. To liaise with curriculum staff to support students to continue to develop their skills within the Study Centre.
4. To maintain and develop a range of learning resources to support students attending the Study Centre including assistive technologies.

5. To work with the Head of Department to allocate effective support within the Study Centre to meet the needs of students with Learning Difficulties and/or Disabilities.

6. To work with curriculum teams to monitor and promote attendance of students at the Study Centre.

7. To maintain student records, statistical information, references and examination information.

8. To attend meetings and regular reviews with line manager.
9. To keep appropriate records as required by the College e.g. ISPs, support cards, etc.

10. To propose developments to service and practices to improve the effectiveness of the role of a Learning Facilitator.
11. To assist at College functions e.g. open days and inductions.
12. To undertake any other duties of a similar nature and responsibility as directed by the line manager.

Statutory duties:

· Safeguarding

To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults and for raising any concerns in line with College procedures.

· Equality and Diversity:

To be responsible for promoting equality and diversity in line with College procedures.

· Health and Safety:

To be responsible for following health and safety requirements in line with College policy and procedures.

· Training and development:
To participate proactively in training and development including qualification development required in the job role.
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PERSON SPECIFICATION

Job Title: Learning Facilitator
	
	Essential
	Desirable

	Qualifications / Training
	· Educated to Level 3 (A level or equivalent) standard
· Level 3 Award in Education and  Training 
· GCSE Maths and English (grades A – C) or equivalent

	· Certificate in Education/PGCE or equivalent 
· Level 5 Specialist SLDD Diploma

· Level 1 British Sign Language (BSL)
· First Aid Certificate 

· Safeguarding training

· Equality and diversity training
· Level 2 IT qualification or equivalent 


	Knowledge / Experience
	· Experience of providing support to individuals in an educational or care setting
· Experience of working with students with a range of learning difficulties and/or disabilities
· Recent experience of administrative work in an office environment
· Experience of working with students across a wide age and ability range, and within a variety of vocational contexts
· Evidence of high performance in previous roles/jobs
· Experience of working effectively with people/clients from diverse backgrounds

· Evidence of understanding how to promote equality and diversity within the job role
	· Experience of support, English, maths or study skills in a 1-1 or small group setting
· Experience of using Microsoft applications
· Working knowledge of the Equality Act 2010 in an educational setting
· Working knowledge of Safeguarding


	Skills / Abilities
	· Ability to keep and maintain accurate records

· A sensitive approach to individual needs

· Ability to work as part of a team and make positive contributions

· Ability to recognise discrimination and to demonstrate an awareness of providing equality of opportunity in an educational setting
· Good organisation skills to meet deadlines working on own initiative

· Ability to consistently contribution to the provision of a welcoming and supportive environment for new staff

· Ability to achieve positive working relationships valuing colleagues’ particular professional expertise and respecting other members of the team as individuals

· Ability to carry out College business as appropriate at all times and promote the College’s good reputation within the community
· Ability to work in line with our Values of  
Student Focus
High Performance

Respect, Openness, Honesty

 and explain how this relates to the job role

· Ability to communicate effectively and confidently face to face, on the telephone and in writing

	

	Special Requirements
	· Responsibility for promoting and safeguarding the welfare of children, young people and vulnerable adults and for raising any concerns in the area and in College
· Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults

· A flexible approach to work patterns

· A positive and adaptable attitude

· Willingness to undertake relevant and appropriate staff development

· Ability to travel to and work at all locations where we provide a service
· Awareness of health and safety requirements relevant to the job
	· A current driving licence
· Access to a vehicle to travel 
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