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Job Description

Outreach Learning Support Assistants
Job Title:


Learning Support Assistants-Permanent Contract, Term-Time only
Section:


Learning Support

Grade:



Scale 3 (plus additional personal care payment if supporting 



learners with personal care needs)
Hours:
Variable hours per week, term time only 
Base:
Uxbridge/Hayes
Main Scope of Post:

Learning Support Assistants provide support for students, to enable them to access their work and make progress. The Outreach Learning Support Assistants will be required to support learners on their work experience placement. When students are not on work experience the LSA will be classroom based.

This support may include supporting needs such as work experience on the job tasks, literacy and numeracy support, working with young people with challenging behaviour and, if required, personal care duties.  Specific duties of the post will vary depending on the individual needs of the student.  

Main Duties of the Post:
To support students to access their work experience placements, including 

· helping them plan their journey and become familiar with the journey, paying particular

attention to punctuality 

· help student make initial contact with employer

· settling students into the placement and becoming the link between employer and student.

· ensuring student understands tasks and employer expectations
· providing employer with needs of student (learner profile) and detailing any adaptions that the student may require

· being the link between placement and Learning Support – communicating feedback, concerns, and relevant observations

· any other support on the placement that may be required

Classroom support to include: literacy and numeracy, taking of notes of lectures and support them in their use of Information Technology. This may include supporting students during online, remote teaching when required.

· To support students with aspects of their behaviour which may impact on their learning or that of others.

· To encourage students to realise the importance of good punctuality and attendance.

· To liaise with teaching staff and other Learning Support Assistants to ensure good communication concerning the individual needs and progress of students, including making notes of relevant observation of targets.

· To assist with preparation and production of learning resources and displays and monitor stocks of resources and equipment.

· To support students at break and lunchtime as and when required, including matters of personal hygiene if necessary.
· To participate in course team and departmental meetings as and when required

· To assist in the planning and execution of Open Days, Achievement Evenings and social events, pertaining to the Learning Support Team

· To participate in relevant training and staff development opportunities where appropriate.

Other Duties

· To comply with all relevant Health and Safety regulations and assist the College in implementation of its own Health and Safety Policy.

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

· To participate in and contribute to the College’s in-service development and training activities

· To participate in the College’s appraisal and mentoring processes.

· To carry out other duties as may be reasonably 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.

Outreach Learning Support Assistant
Person Specification

	
	Essential
	Desirable
	How assessed?*

	Qualifications, Knowledge, Skills and Experience
	
	
	

	· Good standard of education, including Maths 
and 
English at minimum of GCSE Grade C or 
equivalent
	(
	
	AF/Cert

	· Experience of working with / supporting young 
people
	(
	
	AF/IV

	· Experience of working with people with learning 
difficulties and disabilities and/or challenging 
behaviour
	
	(
	AF/IV

	· Good communication skills – both verbal and written
	(
	
	AF/IV/T

	· Good literacy and numeracy skills
	(
	
	AF/T

	· Good organisational skills
	(
	
	AF

	· Ability to engage, support and motivate students 
effectively and develop strategies to assist 
students’ learning
	(
	
	AF/IV

	· Good IT skills, and ability and willingness to 
support students online in remote lessons when 
required
	(
	
	AF/IV

	· Flexible approach to work
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	· Understanding of the difficulties facing individuals 
with learning difficulties/disabilities
	(
	
	AF/IV

	· A commitment to Equal Opportunities and an 
understanding of Equality and Diversity issues
	(
	
	AF/IV

	· An understanding of the importance of Safeguarding in an education environment
	(
	
	AF/IV

	· Administrative experience including working knowledge of Word, Excel, and databases
	
	(
	AF/IV

	· Ability and willingness to undertake personal care 
duties, and previous experience of personal care
	
	(
	AF/IV

	· Clean driving licence and use of own personal        
transport
	
	(
	AF

	Competencies

Support staff should be able to demonstrate competency in the following areas:

Communication

Planning and Organising

Working Together 

Customer Services

Adaptability/Flexibility
	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form



IV = Interview

T = Test (Skills test at interview stage)

Cert = Certificates checked on induction

