	
	JOB DESCRIPTION/ 
CANDIDATE SPECIFICATION



	POST
	Learning Support Assistant (Counselling Courses Support)

	DEPARTMENT
	Additional Learning Support / Agenda 21

	DURATION
	Fixed-term until 09 July 2010

	SCALE
	Business Support Scale 2, spinal point 13

	SALARY
	£9.61 per hour inclusive of London Weighting 

	HOURS
	10:30 – 12:00 and 12:30 – 14:00 on Fridays during term time only

	RESPONSIBLE TO
	Programme Manager - Agenda 21



	THE DEPARTMENT



The Agenda 21 Programme Area offers a small range of courses for adults including complementary therapies, counselling skills and personal development. Students of personal development include learners with mental health problems such as depression, anxiety, alcoholism, and drug abuse. Outside of the classroom certain students are supported by ALS in the form of individual counselling in order to support them in meeting the learning outcomes of their course or courses. 

	JOB PURPOSE


To support students in a Level 2 personal development group under the direction of the class teacher.  The postholder will be working as part of a team in the Agenda 21 Programme Area.  The postholder will work with direction and support from teachers and will be managed by the Agenda 21 Programme Manager. 

	MAIN DUTIES AND RESPONSIBILITIES



· To assist groups of students on Level 2 courses with emotional and practical support.

· To support students to remain on task, understand the demands of assignments and carry out set tasks during lessons.

· To attend team and course meetings as required and undertaking associated paper work.

· To carry out  such duties as may be required by the Agenda 21 Programme Manager

	GENERAL DUTIES



· To participate fully in appraisal according to the College requirements and undertake training as required. 

· To keep up-to-date with Quality Improvement initiatives and to be aware of, and meet, service standards for the department. 

· To propose any ideas that may help to promote and extend the College’s reputation and efficient running of the College. 

· To undertake all duties and responsibilities in accordance with College policies inclusive of Equal Opportunities, Data Protection, Child and Vulnerable Adult protection, Quality and Financial regulations. To report any concerns to the appropriate person.

· To work safely, consider the safety of others and work within the guidelines stated in the College Health and Safety Policy. 

· To be available to assist in enrolment procedures, which may require additional hours including evenings and weekends, for example during the Autumn Term. 

· To work flexibly, which may include evenings, open days, parents' evenings and possibly weekends. 

· To undertake any other duties commensurate with your level of responsibility as may be required by the Senior Leadership Team or a member of the College Management Team, in order to ensure the efficient functioning of the College. 

	CANDIDATE SPECIFICATION



The successful candidate will fulfil the following essential requirements, and will also ideally hold the desirable attributes.

	
	ESSENTIAL
	EXPECTED
	DESIRABLE
	TESTED BY

	Have relevant experience and skills in working with adults with a variety of additional needs including alcoholism and drug abuse. 
	
	
	
	 
AF/I          

	Hold a relevant basic counselling qualification, such as therapeutic counselling, in order to demonstrate an ability to support the development of a student to least to Level 2 in Personal Development.
	
	
	
	AF/I

	Have a tolerant and flexible attitude.
	
	
	
	I/T

	Have the ability to work well and effectively in a team of teachers and Learning Support Assistants.
	
	
	
	I/T

	Have enthusiasm and energy.
	
	
	
	I/T

	Have an understanding of and empathy with students with a range of additional needs.
	
	
	
	AF/I/T

	Have a basic knowledge/experience of psychotherapy training and the area in general.
	
	
	
	I/T

	Be willing to participate in further training relevant to the post e.g. First Aid.
	
	
	
	I

	Demonstrate an understanding of and commitment to the principles of equality and diversity.
	
	
	
	AF/I

	Demonstrate a commitment to the safeguarding of vulnerable adults.
	
	
	
	I



	ADDITIONAL INFORMATION



This job description/candidate specification is subject to periodic review.

The appointment will be subject to satisfactory references and completion of a probationary period as well as medical clearance, an enhanced disclosure from the Criminal Records Bureau (CRB), evidence of eligibility to work in the UK and evidence of qualifications. All of the above checks must have been completed before the start of the employment. 

Completed application forms should be returned to:  Personnel, Richmond upon Thames College, Egerton Road, Twickenham, Middlesex, TW2 7SJ by 12 noon on Monday 15 March 2010.
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