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Job Description

Job Title:


Additional Support Assistant
Location:


All Campuses
Responsible To:
Head of Learner Services
Job Purpose:
To provide general support and personal care for learners with additional learning needs support.
Principal Responsibilities

Learning Support

· To supervise and support learners during learning activities that takes place inside and outside the classroom; take notes on behalf of learners and ensure that they understand the content.
· To record all support provided (ALN, literacy and/or numeracy) to learners during all activities.
· To supervise support to ensure the safety of learners out of lesson times including at break/lunch times and before and after the College day.

· To accompany tutors and learners on visits and out of college activities as required and take responsibility for supporting the learner during these visits and activities.
· To work closely with all lecturers to ensure that learners needs are met.

· To effectively use specialist aids, equipment and resources as required.
· To encourage learners to interact with other learners and engage in activities led by the lecturer.

· To assist and support learners with their personal care needs including toileting.

· To assist and support learners who have difficulties and/or disabilities, particularly with reading, writing and numeracy.

Support Strategies 
· To work with the tutor to support learners in building of a portfolio of evidence.
· To participate in the development and use of strategies to promote learner independence.

· To take part in a review of the effectiveness of the support with the Head of Learner Services/ College Additional Learning Needs Leader and undertake any relevant CPD.

Other Tasks
· To undertake any other reasonable duties as requested by the Head of Leaner Services.

· To work on any other Coleg Gwent Campus as and when required.


Administration

· To maintain accurate registers and associated documentation in line with Financial Procedures.

· To meet the administrative demands of validating and examining bodies.

Policy and Procedure

· To comply with all College Policies and Procedures.

· To keep abreast of changes to Policy & Procedures and to make the necessary changes to administrative systems.

· To ensure that all aspects of the College Financial Instructions and Financial Standing Orders are followed.
· Promote the college’s core values and incorporate them into all aspects of the role.
· To contribute to supporting and supervising learners, including taking action to ensure acceptable behaviour at all times.

Health & Safety 

· To ensure that safe working practices are used and appropriate Health & Safety legislation adopted 
· To exercise responsibility for carrying out and adhering to the Health, Safety and Welfare Policy and Procedure

· To liaise with the Health and Safety Manager to ensure accurate recording of related information.
	Note:

a) As a term of your employment you may be required to undertake such other duties as may reasonably be required of you commensurate with your grade/level in the college.

b) This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.

c) This description is not intended to establish a total definition of the job, but an outline of the duties.

d) All staff are required to make themselves aware of the Financial Regulations. Finance Business Partners can make them available.


Person Specification – Additional Support Assistant 
	Criteria 


	Essential 
	Desirable
	Assessed by

	1. Qualifications 

	a) Four GCSE’s, including Maths and English at Grade C or above or equivalent.
	
	
	Application form

	b) An appropriate Additional Learning Support / Care qualification at level 2 
	
	
	Application form

	c) Supporting Adults and Young People in Essential Skills Level 2 or equivalent 
	
	
	Application form

	d) First Aid qualification or be prepared to obtain within 2 years of appointment
	
	
	Application form/Interview

	2. Knowledge & Experience

	a) Experience of working with learners with learning disabilities and/or difficulties.
	
	
	Application form

	b) Experience of working with young people to achieve their goals
	
	
	Application form

	c) Experience of working with learners with literacy and/or numeracy needs.
	
	
	Application form

	d) Experience of writing individual learning plans to good quality
	
	
	Application form

	e) Relevant vocational experience
	
	
	Application form

	f) Ability to undertake personal care
	
	
	Application form

	g) Experience of supervising learners
	
	
	Application form

	h) Experience of maintaining records
	
	
	Application form

	3. Skills & Attributes

	a) The ability to maintain a professional and helpful approach when dealing with the public, learners and staff
	
	
	Interview

	b) Excellent interpersonal skills
	
	
	Interview

	c) Excellent organisational skills
	
	
	Interview

	d) The ability to work both as an individual and as a team member
	
	
	Interview

	e) Good oral and written skills
	
	
	Interview

	f) Ability to support and work with learners with learning difficulties, disabilities and literacy/numeracy needs.
	
	
	Interview

	g) Good note taking skills
	
	
	Interview

	4. Additional Requirements

	a) A flexible approach to working hours which may include work at weekends
	
	
	Application form/Interview

	b) Able to travel as required to fulfil the requirements of the role
	
	
	Interview

	c) Ability and willingness to drive the college mini bus.
	
	
	Application form/Interview




