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	Role Title
	Engagement/Learning Advisor


	Reporting To
	Head of School, 14 – 16 College

	Department
	14-16 College

	Pay Grade
	Grade 4 – Term Time Only (40 weeks per year)

	Version Date
	February 2018


Role Purpose
Ensure an efficient and effective service to students is provided at all times, particularly to vulnerable students in line with the ‘student first’ ethos.  This role is intended to enhance the student experience through individualised learning support and is designed to support Programmes of Study.
Supervise student learning activities in classrooms and in one to one situations, to provide skill instructions on projects and assignments set by academic and vocational staff.  The post also involves working with groups and individual students with a range of abilities.
Key Responsibilities
1      Provide a high quality customer-focussed service to students at all times, working closely with academic and support colleagues providing support to individual students and groups. 
2	Work with the school management team and course teams to identify and support vulnerable students and situations early to ensure appropriate support is in place to minimise the risk of low attendance, low achievement, well-being l issues, and/or students at risk of withdrawal.

3      Address the general needs of students to enable them to cope with the demands of their course, including assisting with work preparation.

4	Maintain and develop positive student engagement and student discipline

5	Act as an invigilator and support for exam access, where appropriate

6	Assist in the maintenance of records of individual student progress where appropriate, including maintaining records of pupil premium ILPs, Agency support, action card targets and parental communication reports.

7	Actively support school/faculty progression targets and activities promoting positive progression, and leading on activities during designated Progression Weeks

8	Assist students in the use of reference materials, resources and computer aided learning materials

9	With the guidance of academic staff, enhance existing resources and assist in collating and preparing new resources
10	Conduct group tutorials, workshops and supervise classes when required and deliver taster and open events.
11	Attend relevant team meetings and participate in the ASPDR process and undertake any relevant staff training and development and work within agreed Health and Safety guidelines.
12	Actively comply and contribute to the College’s policies and procedures, particularly in 	relation to Health and Safety, Safeguarding, Equal Opportunities and Data Protection


Person Specification
Engagement/Learning Advisor
	
	Essential
	Desirable
	How assessed*

	
QUALIFICATIONS
	
	
	

	Hold a level 3 qualification in a relevant subject
	
	
	AF/Cert

	Hold a level 4 qualification in a relevant subject
	
	
	

	English and maths at level 2  
	
	
	AF/Cert

	A1 Assessor Award
	
	
	AF/Cert

	Hold or be willing to work towards a relevant L3 teaching qualification e.g. PTTLS 
	
	
	AF/Cert

	
KNOWLEDGE AND EXPERIENCE (UP TO DATE/ CURRENT)
	
	

	

	A knowledge and understanding of various qualifications within this area
	
	
	AF/IV

	Experience of delivery, support and direct input to student groups e
	
	
	AT/IV

	Excellent administrative and record keeping skills 
	
	
	AT

	An understanding of the current NVQ framework and assessment requirements
	
	
	IV

	Work calmly under pressure and highly organised.
	
	
	AF,AT,IV

	Able to identify additional learner support needs. 
	
	
	IV

	Awareness and understanding of initial assessment procedures
	
	
	IV

	The ability to support students on a range of mainstream courses
	
	
	AF/IV

	A good understanding and knowledge of safeguarding, equality and diversity, benefit entitlements, and general student health, pastoral support and welfare issues.
	
	
	IV

	
SKILLS AND ABILITIES
	
	
	

	Work effectively on own initiative and as a member of a team.
	
	
	AF,IV

	Able to work across the age and ability range in classroom, workshop and one to one situations.
	
	
	AF,IV

	Have a proven understanding and commitment to the development and provision of excellent customer service in enhancing the student experience.
	
	
	AF, IV, AT

	Work successfully with colleagues at all levels of an organisation to achieve results. 
	
	
	AF,IV

	Confident, approachable and friendly disposition with strong communication and interpersonal skills. 
	
	
	AF,IV

	Creates a positive image of the college through the delivery of a high quality customer focussed service.
	
	
	AF,IV

	Ability to motivate students
	
	
	AF,IV

	Is able to work flexibly within contractual hours, understanding and responding to change and business need.
	
	
	AF.IV



*Key to how skills are assessed:

AF	=	Skill assessed via application form		IV	=	Skill assessed via interview
AT	=	Skill assessed via test/work-related task		Cert	= 	Certificate checked at 												interview
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