Job Description

POST:

Specialist Study Skills Tutor (SpLD) 
SALARY:

Point 9 with progression to point 14 of Lecturer Scale

HOURS:

35 hours per week 
LOCATION:

Hartlepool (with some travel to Middlesbrough)
LINE MANAGER:
Student Services Manager
SAFEGUARDING STAEMENT:
The Northern School of Art recognises that it has a statutory and moral duty to promote and safeguard the welfare of its students who are under the age of 18 and of its vulnerable adults.

Job Purpose:

To take a lead role in:

· identifying students with specific learning difficulties requiring additional support to achieve their main learning outcomes; 

· assessing students to ascertain their individual needs and plan and deliver additional learning support that is challenging and appropriate to the type of programme, level of students and their learning difficulty;
· providing assistance to other staff members in supporting students with specific learning difficulties.  

Main Duties and Responsibilities: 

1. Development and preparation of appropriate learning materials and resources to support student development. 

2. Assessment of student support needs (for example, for exam concessions and DSA applications) in addition to general literacy and dyslexia support, in accordance with the relevant policies and procedures in place at the time
3. Planning and delivery of an appropriate learning support package, including a structured programme of skills development to enable students to develop their skills towards independent learning as required by the relevant frameworks and quality standards. 
4. Recommend any resources that may be needed to support a student towards independent learning, provide teaching on the effective use of resources and refer to external agencies as appropriate.

5. To maintain full and accurate records of all meetings with students, including their attendance, assessment and progress, and provide relevant copies to the Student Support administration section as requested.

6. Manage own caseload of students in order to ensure appropriate amount of support is offered and cases prioritised effectively. Report any concerns to Student Services Manager. 
7. Liaise effectively with other relevant staff (academic and support) to ensure that they are aware of the students’ difficulties and the support being provided to ensure that all support is complementary, that any learning difficulties are known about and the strategies that can and should be adopted to enable students to achieve. This may include the delivery of staff training. 

8. Liaise with Programme/Course Leaders to ensure the relevance of additional support teaching to curriculum needs.

9. Provider guidance to students (and parents, where required) on issues related to additional support, including applications for relevant resources, e.g. HE Disabled Student’s Allowance. 

10. Ensure that provision for students at HE meets the criteria for funding as is described through the HE Disabled Students Allowance and follows the relevant framework for delivery.
11. Work as part of a team to develop resources and programmes of skills workshops, and share good practice. 

12. Support the Student Services Manager in the administration of additional learning support, by providing statistical information regarding the service, regular reports and including the maintenance of the School’s quality systems, e.g. self-assessment review and quality improvement planning.

13. Deliver a high level of expertise on learning difficulties and practical knowledge in different ways of providing support, including the use of relevant hardware, software and traditional support methods
14. Continually develop and maintain links with appropriate organisations to maintain freshness of provision throughout and ensure appropriate referral 

15. To keep abreast of current issues and legislation in respect of additional support provision and current educational practice in the FE and HE sector.
16. To participate in student recruitment and admissions processes as directed

GENERAL ACCOUNTABILITIES: 
1. Ensure other members of the team have information to cover effectively for you in your absence;

2. To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date;

3. Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area;

4. Participate actively in the performance management scheme, agreeing objectives, attending reviews and undertaking professional development as required;

5. Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs;
6. Ensure the safeguarding of learners at all times and report any potential issues without delay;
7. All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda; 

8. Any other duties commensurate with the nature and level of the post, as directed by the Student Services Manager or the Vice Principal (Student Experience); and 

9. This list is not exhaustive and is only an indication of responsibilities.

Signed: 






  Date:





           Specialist Study Skills Tutor (SpLD)
Signed: 






  Date:






   Teresa Latcham – Student Services Manager 

Person Specification - Specialist Study Skills Tutor (SpLD) 
	ESSENTIAL
	DESIRABLE

	Qualifications

· Honours degree (or equivalent) in relevant subject or relevant exempting professional experience

· Teaching Qualification 
· Minimum Level 5 qualification in additional support issues
· Evidence of CPD and regular updating of skills related to both teaching practice and a broad range of learning difficulties
	· Postgraduate degree in a related field

· Assessment Practicing Certificate 

· Professional membership of PATOSS, BDA, ADSHE or the Dyslexia Guild.  



	Experience / Knowledge

· Knowledge of qualifications at FE/HE level
· Experience of working with children or vulnerable adults

· Knowledge of a broad range of dyslexia, learning difficulty and disability issues 

· Experience of assessing and supporting individuals with dyslexia


	· Experience of teaching / training within the FE/HE sector

· Knowledge of current issues in FE/HE including inclusive learning, widening participation etc.

· Knowledge of administration requirements of the FE/HE sector

· Knowledge of the range of qualifications at The Northern School of Art


	ESSENTIAL
	DESIRABLE

	Key Personal Skills / Abilities

· Able to use Microsoft IT packages for the preparation of learning materials and for general administration

· Able to work effectively as a team member to ensure the service delivers its targets and meets student needs

· Willing to work flexibly to meet the need to attend open days, interviews, enrolments etc 

· Excellent teaching skills – able to  put together and deliver appropriate learning plans that meet the needs to students and enables them to achieve and progress to independent future learning

· Excellent verbal skills – able to communicate effectively with college staff at all levels and with students/potential students with varying backgrounds and their parents 

· Good written communication skills – able to write effective schemes of work, individual learning plans, assessment feedback, reports etc.  

· Adaptable – able to respond quickly to varying needs of the service and changing needs of individual students

· Able to be innovative in delivery to ensure students and staff participants remain engaged throughout sessions and the while learning programme 

· Pleasant and approachable manner – able to put students at ease

· Self-motivated and pro-active – able and willing to suggest and implement improvements to processes and practices to help the service continually develop  
	· Able to use Compass software to ensure centralised data and appropriate information sharing with staff and students: Prosolution, Promonitor 

· Able to use Moodle VLE for communication of learning materials 
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