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JOB DESCRIPTION

JOB TITLE
:  LEARNING SUPPORT ASSISTANT 
LOCATION

:  ST ELIZABETH’S COLLEGE AND ENVIRONS

RESPONSIBLE TO
: DEPUTY HEAD OF COLLEGE
	KEY WORKING 
	
	

	RELATIONSHIPS:
	· College Lecturer
	

	
	· LSA’s
· RSLA’s
	

	
	· College Leadership
	


SCOPE OF THE JOB:
· The scope of this job requires the holder to carry out responsibilities in both the learning and care environments.

· To work as a key member of a multi disciplinary team providing development opportunities in all aspects of learning, leisure and work to enable all learners to achieve maximum independence and potential.  

· All staff have the responsibility for safeguarding and promoting the welfare of children, vulnerable adults and young people.
The postholder will be expected to carry out the duties within the ethos of the Daughters of the Cross of Liege and the spirit of St Elizabeth’s Mission statement.
SUMMARY OF MAIN DUTIES AND RESPONSIBILITIES

Provided at all times that this remains consistent with any College wide policy and/or practice, these will include:

· LEARNING

· CARE

LEARNING

· To contribute to the Individual Learning Plans (ILP’s) of learners and to plan, support and record progress in all learning experiences, opportunities and curriculum sessions.
· To ensure the Deputy Head of College is aware of any concerns, difficulties or exemplary practice brought to your attention. 

· To carry out all timetabled tasks and carry out assessments as necessary, keeping written records and providing written reports as necessary.

· To provide learners with guidance on appropriate adult social behaviour.

· To support the learners in gaining accreditation of achievements.

· To promote the College Policy for Equality and Diversity.

· To undertake appropriate personal and professional development.

· To be personally responsible for your own Health and Safety and to be aware of obligations to other staff and customers in accordance with legislation.

· To attend and contribute to weekly meetings and team meetings.

· To undertake any other reasonable tasks as requested by the Line Manager.        

CARE

· To take a lead role in ensuring all policies and practice support the aims of the Centre, the College and the requirements set out in the College’s policies. 
· To oversee and promote high standards of welfare, self-care and independent living skills.

· To assist learners with their personal and health needs.

· To ensure the wellbeing and safety of learners in line with policies and procedures.

EDUCATION AND TRAINING

· Participates in mandatory training and commits to work towards QCF Diploma in Health and Social Care (Adults) or equivalent qualification.

· Undertakes training to administer medicines safely and in line with the Centre’s Policies/Procedures.

· Develops self through a personal development planning process.

· Contributes to the training/development of service users as identified in the College Learning Programme.
DATA PROTECTION

The post has confidential aspects.  If you are required to obtain, process and/or use information held on a computer you should do this in a fair and lawful way.  You should hold data only for specific purposes and not disclose or use it in any way that is incompatible with such a purpose.  You should only disclose data to authorised persons or organisations as instructed.  Breaches in confidence in relation to data will result in disciplinary action that may involve dismissal.

RELATIONSHIPS AWARENESS
To be fully aware of the College’s Social and Personal Relationships Policy and to complete training as required and to ensure all contact and guidance with the learners is compliant with the Policy.
HEALTH AND SAFETY

To be familiar with Health and Safety regulations, policies and procedures and ensure they are adhered to within own area of responsibility.

FINANCIAL

It is your responsibility to ensure that you are working within the Centre’s policies regarding financial management, which includes acceptance of gifts.

CRIMINAL RECORD CHECK

This post is classed as having a high degree of contact with children or vulnerably adults and is exempt from the Rehabilitation of Offenders Act 1974.  It is therefore subject to an enhanced disclosure through the Disclosure & Barring Service.
The duties and responsibilities above do not represent a full list of those expected of the post holder. It is also recognised that the duties of all posts are subject to change over time.  The College Leadership will consult with the post holder regarding any major changes to duties and responsibilities.   Reasonable notice regarding change will be given.

Signed ………………………………..

Print Name …………………………..

St Elizabeth’s Centre

Person Specification

Post:

Learning Support Assistant
Location:
St Elizabeth’s College 

	
	Essential


	Desirable

	Qualifications


	· QCF / NVQ Level 2 in Learning or Care or equivalent qualifications together with a commitment to work towards the 2nd level 2 qualification (and an expectation to complete this within a reasonable period once offered).

· GCSE Maths & English Level 2 (C).

· Commitment to undertake further training and development as necessary for the post.    
    
	· PTTLS (Preparing to teach in the lifelong learning sector). (or current equivalent)

	Experience


	· Experience of working with Learners with Learning difficulties. 

· Experience of working in a team effectively.
	· Knowledge of Learning and Teaching Standards and ensuring high quality learning is delivered in line with policies and procedures.
· 

	Knowledge & Understanding
	· Understanding of the importance of working to Individual Learning Plans.


	· Setting objectives and recording progress, achievements and experiences.



	Abilities and Skills


	· Excellent written and verbal communication skills with both learners and colleagues.

· Desire to promote independence in individual learners by working in a manner which gives them maximum choice and control of their lives.

· Patience and understanding.


	· Ability to use own initiative.

· Ability to motivate others.

· Proactive approach to problem solving.

	Special Circumstances
	· Commitment to the work of St Elizabeth’s Centre.

· Sympathy and understanding of the ethos.
· Suitability to work with vulnerable young people.

	


Reasonable adjustments will be considered where applicable under the Equality Act 2010 [image: image1.png]
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