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Job Description
 Learning Resource Supervisor 
Job Title:

Learning Resource Supervisor 
Grade:


Scale 6
Responsible to:
Learning Resource Manager 
Responsible for:
Supervision of the Learning Centre at Harrow
Hours:
20 hours per week, 39 weeks per year to cover term times including regular evenings (approximately one evening per week until 7pm).  
Background

Harrow College provides a range of well-equipped Learning Centres and open access PC areas as an effective service for staff and students. The management of these centres is carried out by the Learning Resource Manager based across Harrow on the Hill and Harrow Weald with a Learning Resource Supervisor who has responsibility for supporting the running of the Learning Centres at both sites. Long term planning decisions for both LRCs and their e-resources are made by the Learning Resource Manager.  
MAIN SCOPE OF POST:

The Learning Resource Supervisor has specific responsibility for the supervision of the Learning Centre. The role involves the supervision of Learning Centre support staff and the development of the centre to meet the needs of students and staff and to support the Learning Resource Centre Managers across the Harrow, Uxbridge and Hayes Campuses.
The job-holder will support the College’s vision for Learning Centres and Open Access areas to ensure that IT is integral to curriculum delivery.  The job-holder will promote independent learning through the Learning Centre and promote the use of new technology to deliver the College curriculum.  
DUTIES:

1.0
Customer Service

1.1     To arrange for the appropriate supervision of users to ensure that they are engaged in appropriate activity.

1.2 To organise the planning and implementation of staff and student Learning Centre induction and seminar sessions.

1.3 To assist users in making full use of the paper based and online resources available.

1.4 To manage the instruction of users in the use of Information Technology.

1.5
To encourage the use of e-learning by students using the Learning Centre.

1.6
To develop and maintain links with all Schools and Service Areas to ensure that resources meet the needs of staff and students.

1.7      To liaise with IT Services to ensure efficient maintenance of open access computers 
            and peripherals.

1.8 To maintain an appropriate learning environment within the Learning Centre.  

1.9 
To maintain the security of the Learning Centre and ensure that it supports a study 
environment.

1.10 To provide and develop Study Skills provision through the Learning Centres to 
support learning.
2.0
Development

2.1 To develop a good understanding of educational issues and resources in order to make a contribution to the development of the Learning Centres.

2.3 To develop the College’s Learning Centres so as to provide an effective curriculum delivery and resource service for staff and students.

2.4 To communicate regularly with other College staff regarding the Learning Centres resource services.

2.5 To support opportunities for delivering curriculum additionality in the Learning Centres (e.g. Library & Research Skills). 

2.6
To promote the use of IT as a method of learning and encourage its integration with the curriculum.

3.0
Staff Supervision
3.1
To supervise the day-to-day work of the staff in the learning centre and report any work performance issues to the Learning Resource Manager.

3.3.1 Organise and minute half termly team meetings.

3.3
To arrange staff training and development as necessary. 

3.4 To supervise the Learning Resource Specialists to ensure a responsible service which is led by the needs of the curriculum.
4.0
Administration

4.1
To promote and use information technology in all administrative tasks.

4.2
To plan learning resources and advise on new purchases, repairs and replacements to support curriculum development needs.

4.3
To implement College policy in the Learning Centres.
4.4
To ensure that classification and cataloguing standards are maintained to the required level. 

4.5
To supervise the Learning Centre so that it provides a secure environment in which materials are kept safe and free from damage or theft.

4.6
To ensure that the Learning Centre meets with all statutory regulations with regard to copyright.

4.7
To ensure that Learning Resources are appropriately purchased, recorded and catalogued in accordance with national standards.
5.0
Other

5.2
To ensure compliance with copyright laws and the Data Protection Act.

5.3 To perform any other duties commensurate with the level of the post.

5.4
To take an active part in the staff mentoring process. 
5.5
To comply with all relevant Health and Safety regulations and assist the College in the implementation of its own Health and Safety policy.

5.6
To comply with and actively promote within their section the College’s Equal Opportunities Policy.

5.7
To comply with and actively promote within their section the College’s Safeguarding Policy.

5.7
Participate in and contribute to the College’s in-service and training activities.

5.8
To participate in enrolment duties if required.
	Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.


Person Specification

Learning Resource Supervisor 
	
	Essential
	Desirable
	How assessed?*

	Qualifications


	
	
	

	· Minimum of Level 3 qualification
	(
	
	Cert/AF

	· Library qualification (basic or medium level)
	
	(
	Cert/AF

	Knowledge, Skills and Experience


	
	
	

	· Experience of working in a library/learning resource centre
	(
	
	AF/IV

	· Some staff supervisory experience, preferably gained in a library/learning resource centre
	(
	
	AF/IV

	· Knowledge of the study skills and Digital Skills  students need to progress on their courses
	(
	
	AF/IV

	· Ability to provide an excellent standard of customer service, and knowledge of factors that support and undermine good customer service
	(
	
	AF/IV

	· Ability to effectively monitor students’ behaviour and confident in addressing groups of learners and dealing with challenging behaviours
	(
	
	AF/IV

	· Up to date knowledge of learning resources issues
	(
	
	AF/IV

	· Experience of working in an education environment 
	
	(
	AF/IV

	· Experience of working with young people aged 16-18
	
	(
	AF/IV

	· Understanding of Equality and Diversity, Safeguarding and Health and Safety issues
	(
	
	AF/IV

	· Good communication skills, written and verbal
	(
	
	AF/IV

	· Good literacy and numeracy skills
	(
	
	AF/T

	· Good organisational and administrative skills
	(
	
	AF/IV

	· Good IT skills including experience with databases
	(
	
	AF/IV

	· Experience of library management systems
	
	(
	AF/IV

	· Experience with online learning resources
	(
	
	AF/IV

	Personal Attributes
	
	
	

	· Excellent communication skills
	(
	
	AF/IV/T

	· The ability and willingness to work flexibly, including regular evenings 
	(
	
	AF/IV

	· The ability to work under own initiative 
	(
	
	AF/IV

	· The ability to supervise staff
	(
	
	AF/IV

	Competencies

Managers should be able to demonstrate competency in all of the following areas:

Communication; Planning and Organising; 

Interpersonal Sensitivity; Strategic Vision; Motivating Others; Problem Solving and Decision Making; Developing Self and Others
	
	
	AF, IV


*Evidence of criteria will be established from:

AF = Application Form

IV = Interview

T = Test (Micro-teach/Skills test)

Cert = Certificates checked on induction
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