


____________________________________________________________________
MOULTON COLLEGE – JOB DESCRIPTION
____________________________________________________________________

Job Title:		Higher Level Learning Support Assistant 

Department:		Student Support & Wellbeing

Hours:	37 hours per week. Weekend and evening working may be required when business needs demand.

Teaching Hours:	As appropriate to meet business needs (Target annual teaching hours in Further Education for a full time Lecturer are 816 per annum (pro rata for part time). 

Responsible to:	Learning Support Manager

Reports:		N/A

Salary / Scale:	Professional Staff Spine - Band 8 £23,312.61 – £25,534.56 per annum.
(pro rata to the full time equivalent of £28,192.00 - £30,879.00 per annum.)

Date of Issue:	July, 2026

Organisation Chart: 
Executive Director of Student Support & Wellbeing
Higher Level Learning Support Assistant
Learning Support Manager













______________________________________________________________________

1.0 Aims and Purpose of the Post

1.1 To support young people with Special Educational Needs to enable them to effectively access the curriculum.

1.2 To support and encourage a learning environment throughout the college which allows young people to acquire and develop personal learning skills.

1.3 Under the instruction and guidance of teaching staff/managers, to undertake educational activities, prepare learning resources and, where necessary, act as class cover for teachers in the event of absence.

2.0 Specific Responsibilities

2.1 To work with individuals or groups of young people who are experiencing difficulties with accessing classes and other aspects of college or home life.
2.2 To attend to the educational, personal and social needs of students and any other requirements depending on the student’s special needs and, wherever possible, make these part of the learning experience.

2.3 To implement and review intervention programmes. 

2.4 To promote and support the inclusion of all students in the learning activities in which they are involved.

2.5 To assist with preparation for college visits and the supervision of students on such visits, in liaison with the Learning Support Manager.

2.6 To administer first aid/medicine where necessary in accordance with college procedures.

2.7 To create, develop and produce resources for use with intervention programmes, as appropriate.

2.8 To ensure that all records and case notes are kept up to date, distributed and filed in accordance with the college’s procedures, and that appropriate levels of confidentiality are maintained.

2.9 To liaise and maintain good working relationships with other staff, parents/carers, outside agencies, etc., as required.

2.10 To promote respect, self-esteem and a positive, inclusive ethos for all young people and adults throughout the college.

2.11 To contribute to monitoring and recording learners’ progress and providing relevant feedback to teaching staff.

2.12 To assist with general college duties, which may include:
a.	Setting up classrooms, preparing resources and displays and tidying and clearing 	away.
b.	Supporting at parent/carer’s evenings and open events.
c.	Supervision of young people on trips.

Support for teaching staff.

2.13 Within the overall plan set by teaching staff, assist in devising and extending educational activities and in preparation of the curriculum.  This may include contributing to the development and implementation of Individual Education Health Care Plans (EHCPs) and Personal and Pastoral Support Plans.

2.14 To help assess and systematically record students’ progress and achievements, using the results of this monitoring in further support work.

2.15 To efficiently prepare, maintain and use classroom teaching materials and equipment, including organising the use of audio / visual and ICT equipment, bearing in mind the efficient use of school resources (this may include photocopying, arranging displays of work, etc).

2.16 To assist in maintaining classroom discipline by working with individuals and groups of students in developing expectations of acceptable personal and social behaviour and help make them part of the learning experience.

2.17 To assist in teaching and learning by acting as a class cover for tutors in the event of their absence.

Support for the Curriculum

2.18 To support the teaching of English, maths or other specific curriculum areas/specialisms as required and agreed with the Learning Support Manager. 

2.19 To assist in the general efficient operation of the college, including providing cover for other support staff and/or teaching staff in the event of their absence, where necessary and as directed by the Learning Support Manager.

2.20 To support the teacher through the work undertaken in workshops, which enables students to complete their portfolios/assessments.

2.21 In conjunction with the teacher and/or other professionals, to develop a system of recording and tracking students' progress linked to individual action plans and assessments.

2.22 To participate in the evaluation and review of the specialist vocational support and course review.

2.23 To provide regular feedback about the student(s) to the Tutor on progress with portfolios and assignments.

2.24 To attend relevant in-service training.

2.25 To maintain a log of individual student contact.

2.26 Any other tasks as directed by the Learning Support Manager which fall within the context of the post.   

General Responsibilities:

2.27 To promote and adhere to the College’s Safeguarding Policies and Procedures.

2.28 To promote and adhere to the College’s Health & Safety Policies and Procedures.

2.29 To manage student conduct in accordance with College policies.

2.30 Promote the welfare of young people and vulnerable groups in all aspects of College life and to ensure safeguarding arrangements are adhered to at all times. 

2.31 The active promotion of and commitment to best practice in equity, diversity & inclusion. 

2.32 Contribute and demonstrate fully and at all times the positive promotion and role modelling of the College core values, generic competencies and professional behaviours expected of all staff employed by Moulton College.

2.33 Undertake any other duties as required by the Principal and as may be reasonably     expected commensurate with the post. This may include either the temporary or permanent re-deployment to an equivalent grade of post within the organisation.


This job specification represents the major tasks to be carried out by the post holder and identifies the level of responsibility at which the post holder will be required to work.   In the interests of effective working the major tasks may be reviewed from time to time to reflect the changing needs and circumstances.  Such reviews and any subsequent changes will be carried out in consultation with the post holder.  All members of staff are appointed to the College as a whole and may reasonably be asked to undertake similar or related duties in an operational area or school other than that to which they were originally appointed.


[bookmark: _Hlk182171062]Core Benefits;
Local Government Pension Scheme			Health Cash Plan*
33 days holiday (inc bank/public holidays)**		Enhanced Maternity & Paternity Benefits*
Discounted On-site Gym Membership available	Free on-site parking
Cycle to Work Scheme*				10% discount on College courses
High Street Discounts					Wellbeing programme			
Opportunity for an annual Volunteering day 		

(* Subject to conditions / ** Pro rata for part time)

I confirm my acceptance of the role as outlined above and agree to apply myself fully to the responsibilities of the post.

Signed (Employee);………………………………		Date;………………………………
			[Employee]

	
POSITIVELY PROMOTING EQUITY, DIVERSITY & INCLUSION






	Person Specification – Higher Level Learning Support Assistant




	
	Essential
	Desirable

	Qualifications
	
	

	Minimum of grade C in GCSE Maths and English Language (or equivalent)
	X
	

	Good general level of education with a minimum of 5 GCSE passes at grade 4 (or equivalent)
	X
	

	Level 2 NVQ pass (or equivalent)
	X
	

	Level 3 NVQ in a relevant subject
	
	X

	First Aid qualification (or willingness to work towards this)
	X
	

	Commitment to and evidence of CPD
	X
	

	Full driving licence and has own transport
	X
	

	Experience & knowledge
	
	

	Experience of working in a similar role 
	X
	

	Computer literate with ability to pick up new software quickly
	X
	

	Experience of working with young people effectively
	X
	

	Knowledge of disabilities and additional learning needs
	X
	

	Knowledge of behavioural challenges
	X
	

	Experience of working in Further Education
	
	X

	Personal Attributes
	
	

	Flexible approach to work to allow for evening and weekend working.
	X
	

	Good written and verbal skills
	X
	

	Effective organisational skills
	X
	

	Effective communication skills (written and verbal)
	X
	

	Responsive to student needs
	X
	

	Able to respond positively to instructions and adapt to change at short notice to meet business needs
	X
	

	Good team player and able to recognise the importance of a collective goal.
	X
	

	Able to motivate others to achieve a desired outcome
	
	X

	Safeguarding 
	
	

	Satisfactory enhanced DBS disclosure 
	X
	

	Displays awareness, understanding and commitment to the protection and safeguarding of children and young vulnerable adults. 
	X
	

	Commitment to policies on child protection, health and safety, confidentiality, student behaviour / discipline and equal opportunities
	X
	





NOTE;
All candidates will be asked for proof of their eligibility to work in the UK during the interview and selection process. Tier 2 Certificates of Sponsorship are restricted by the UK Visas and Immigration Service and the position advertised above is unlikely to qualify for sponsorship. We are therefore unable to consider applications from candidates requiring Tier 2 immigration status to work in the UK at this time. For further information please visit the UK Visas and Immigration Service Website 







