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DESCRIPTION OF POST

Job Title:			ESOL Learning Advisor 
Size:	1 FTE (36 hours per week x 52 weeks per annum) Fixed term contract to start as soon as possible.  End date: 30/06/2022 
Conditions of Service:	Local Government Conditions of Service
Grade & Scale Points:	LBR Grade 4 Scale point 7-10 Fixed term contract until June 2022
Line Manager:	Assistant Principal: Community Learning 

A. Overall Purpose of Job
1. To establish excellent relationships with customers, learners and staff dealing with all course related enquiries effectively and promptly 
2. To provide information and advice on local learning opportunities, fees, loans and concessions
3. To book interviews, make referrals and take course enrolments checking on course availability and learner eligibility

B. Main duties and responsibilities
Learning Resource Centre and IAG Hub
1. To provide first point of contact for learners, members of the public and visitors in person, by telephone, post or email
2. To maintain a courteous, helpful, inclusive response to staff, service users and learners ensuring individual needs are recognised and supported
3. To deal promptly with all email and telephone message enquiries judging when to pass complex queries on or to involve others referring to other staff where appropriate
4. To work closely with the Community Liaison Officer to provide an excellent service and help meet learner targets 
5. To contact learners by text, email or phone when classes have been cancelled or courses deferred 
6. To conduct interviews on phone, online or face to face to determine suitable course for learners
7. To support the conducting of ESOL assessments and integration surveys with learners before and after courses
8. To work at other Redbridge Institute locations within local communities when required 
9. To receive and process visitors issuing visitors badges & car park permits where approved, ensuring visitors log is completed and alerting departmental staff of visitors’ arrival
10. To issue examination certificates and learner portfolios in accordance with protocols
11. To call emergency services and or contact First Aiders as required 
12. To call for taxis if authorised
13. To take receipt of lost property and process appropriately
14. To explain the complaints procedure to the public if needed

Information & advice
15. To keep up to date with the funding rules relating to learner eligibility and concessions applying these consistently referring to the line manager and MIS staff for any clarification
16. To provide relevant, up to date information and advice on learner support services and learning opportunities meeting the matrix quality standard; book advice interviews and initial assessment sessions for curriculum areas
17. To signpost learners to other provision within the organisation or in the locality if more appropriate
18. To maintain the electronic advice booking system liaising with staff across the Institute with any issue relating to information, advice and guidance and referring to specialist staff as appropriate
19. To maintain and regularly update information and resources on local learning opportunities within the public areas liaising with the marketing co-ordinator and curriculum administrators 
20. To respond to course enquiries using the learner database for looking up learner and course information  
21. To collect learner data, check relevant eligibility evidence and process learner enrolments
22. To collect, collate and input data onto learner record system (Aqua database) and other databases as required
23. To maintain records to the standards required by the Skills Funding Agency and other funding and regulatory bodies
24. To provide assistance with administrative tasks relating to course set up, subsequent learner enrolment and induction
25. To provide assistance with administrative tasks relating to funding claims and learner support – e.g. processing of registers, distribution of questionnaires, withdrawals, transfers etc.
26. To collaborate with administrators’ teams and curriculum managers to ensure completeness and accuracy of learner enrolment forms, registers and other documents
27. To maintain learner confidentiality preventing disclosure of confidential and sensitive information.
28. Provide financial and statistical information on enrolment patterns as requested

C. General duties
1. To participate in performance review and continuous professional development (CPD) developing required knowledge, understanding and skills to deliver responsibilities effectively
2. To positively promote the Institute in all contact and communication with the public and learners
3. To follow all Institute policies and procedures 
4. To undertake any other duties as may be reasonably requested commensurate to the level of experience and responsibility expected including supporting other teams at peak times
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Person Specification: Learning Advisor
	Specification
	Essential
	Desirable

	Education and Training

Formal qualifications and relevant training
	1. Education to Level 2
2. GCSE English and Maths A*- C
3. Level 2 Certificate in information Advice and Guidance
	
1 First Aid 
2 ECDL Level 2 qualification

	Experience

Ability to undertake duties of the post




	1 Experience of dealing with members of the public and providing customer service
2 Experience of working with ESOL and or disengaged learners within the community 
3 Working knowledge of MS Office systems and proficiency in a relevant learner enrolment software package 
4 Ability to respond to enquiries and any issues providing clear information and advice 
4. Ability to work well under pressure in a busy environment taking responsibility for effective and accurate processing of forms
	1. Previous experience working in a similar role in the post 16 sector
2. Experience of using databases
3. Experience of implementing new procedures and regulations in the sector and the ability to interpret procedures to staff and learners
4. Experience of matrix assessment 

	Skills and Knowledge



	1. Receives, understands and conveys straightforward information in a clear and accurate manner
2. Able to provide accurate information and advice to learners and staff
3. Knowledge and understanding of the matrix quality standard
4. Understands how own work contributes to Institute objectives and goals
5. Can access, interpret and apply relevant Institute  policies and procedures keeping up to date with changes which affect own area of work
	1. Knowledge and understanding of post 16 funding
2. Understanding of the requirements of confidentiality and the need to comply with  Data Protection
3. Fluent in a local community language



	Personal Qualities
	1. Excellent oral and written skills 
2. Very good interpersonal skills
3. Display patience towards learners with low English speaking and digital skills
4. Take responsibility for own work and maintain high professional standards
5. Work independently acting on own initiative as well as work as part of a team to deliver work through others
6. Flexible approach responsive to internal and external customer needs
7. Offer solutions and work towards resolving underlying issues
8. Plan and organise work activities prioritising workload and meeting deadlines
9. Positive attitude to change
10. Committed to professional development and concerned to improve performance
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