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KS5 LEARNING SUPPORT ASSISTANT

GRADE: LBR 4, 36 hours, term time only	Hours:	8.00am to 4.00pm

Responsible to: 	KS5 Administrator (and thus Head of Sixth Form)

MAIN DUTIES AND RESPONSIBILITIES: 	 

Principal Responsibilities:  

To develop a positive ethos of independent learning among Sixth Form Students:

· To develop strong relationships with Sixth Form students balancing authority and high expectations with humour and empathy
· To promote good study habits, resilience and increasing independence in our Sixth Form Students
· To support students in their work and in the development of effective study skills
· To supervise students using the Open Learning areas on a day to day basis 
· To monitor and track the work of students causing concern, reporting back to teachers and tutors as necessary
· To develop and maintain good physical conditions for study in the three Open Learning Areas (Centenary Centre)
· To explore the best practice / resources available for developing study skills and to facilitate training for students / staff
· To exploit and develop the use of ICT (including Fronter, google docs, etc.) in pursuit of these aims
· To provide learning support to meet the identified needs of individual KS3 / 4 students, if and when deemed necessary

To support high standards of attendance and punctuality among Sixth Form Students

· To maintain accurate and up-to-date pupil records on SIMS, NET2 Access,  Groupcall, ParentPay (via MisSync)
· To monitor Inventry to ensure students are using correctly and system is working. To maintain and provide information through Inventry and SIMS for KS5 in event of evacuation/emergency checks (i.e. fire drill)
· To monitor attendance for KS5
· Receive absence calls from students and note on SIMS
· Contact absent students
· Highlight concerns to KS5 Administrator & Head of Sixth Form
· Liaise with staff/tutors where appropriate regarding student circumstances
· Contact parents regarding attendance or punctuality concerns & produce letters of concern (as appropriate)
· Follow up Missing Marks
· Produce half termly attendance reports for SLT
· To provide SIMS reports for KS5 on request, e.g.16 – 19 Bursary, pupil premium, free school meals, ethnicity, Census

Administrative and other duties

· To administer first aid when necessary and gain / maintain First Aid certification
· To be the first port of call for 6th form students taken ill in the Centenary Building
· To monitor and liaise with students, parents, caterers and LBR regarding Free School Meals (and maintain SIMS records)
· To provide support for KS5 visits, including letters (via Groupcall), transport (i.e. coaches/cabs), payments (via ParentPay)
· To administer (KS5) fob and ID passes, organise returns and replacements and arrange/request replacement orders as needed
· To provide administrative support for Sixth Form Timetabled Enrichment (maintaining registers) and Voluntary Service
· To provide occasional lesson cover or supervision on school visits, if required
· To attend courses and receive training as appropriate
· Make the KS5 Administrator aware of any concerns or problems as they arise 
· To undertake general administrative and other duties as may be reasonably requested





PERSON SPECIFICATION:

· Confident in the use of data – able to analyse data and spot trends
· Tough (“not a push over for a sob story”)
· A calm, flexible, dependable and committed team person
· A highly competent IT user
· An excellent communicator

YOU WILL NEED:

· Integrity and sensitivity
· Ability to prioritise
· Good people skills
· The ability to work quickly and methodically in a busy school environment
· The ability to work under pressure to deadlines
· The ability to communicate effectively with staff, students and parents

This information indicates the wide-ranging nature of the job which demands flexibility and strong organisational and interpersonal skills.  The school’s administrative team is an integral part of the school and the post will appeal to someone who would enjoy working as part of a busy but friendly team and would take an interest in the life of the school.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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