HEREFORDSHIRE, LUDLOW AND NORTH SHROPSHIRE COLLEGE 
Job Description

 SUPPORT MEMBER OF STAFF – BOOST Academic Support Officer 

FACULTY/DEPARTMENT		Learning Support - Student Services

RESPONSIBLE TO 		Head of Student Support for SEND	 

JOB PURPOSE 

To work as part of the Learning Support Team in managing BOOST sessions and drop in academic learning support.

[bookmark: _Hlk33621202]HLNSC is committed to equality of opportunity, safeguarding including the Prevent Duty, Health and Safety and promoting the welfare of all learners.  HLNSC expects all members of staff to shares this commitment and adhere to these procedures.

MAIN DUTIES AND RESPONSIBILITIES

A flexible approach is required to the job as change may be necessary within the scope of the post.

1.	Responsibilities

The postholder will be responsible for: 
· Oversight and management of all students attending BOOST sessions within LRC’s or identified campus study areas. 
· To maintain all BOOST registers in line with College policy.
· Work in partnership with curriculum teams and the Digital learning mentor to ensure a thorough understanding of the BOOST program. 
· Offering academic learning support on a 1:1 or small group basis during BOOST sessions, or when required if timetables allow.
· Working in partnership with tutors and other staff, addressing the needs of students who require assistance in overcoming barriers to learning in order to achieve their full potential.
· Assisting with the entry/enrolment and induction of students to the College and to the BOOST program.
· The maintenance of equipment and resources, as directed by their Line Manager in BOOST study areas.
· Routine administrative tasks associated with BOOST.
· Any other reasonable duties 

2.  Staff Development, Safeguarding, Health and Safety and Equality and Diversity

· to participate in skills updating to meet identified institutional, industrial or personal needs
· to attend College Staff Development Days 
· to participate in the staff appraisal scheme
· to adhere to all College policies and in particular those covering health and safety matters
· to adhere to College Safeguarding, Prevent and Equality and Diversity policies and procedures
· to be familiar with Keeping Children Safe in Education September 2021 Part 1
· to undertake first aid training with a view to becoming a College First Aider




	PERSON SPECIFICATION
	Essential    E
Desirable    D

	Have knowledge/experience of the needs of young people 
	E

	Have a track record and experience of working with young people 
	E

	Have a positive view of learning difficulties and disabilities and inclusive learning
	E

	Able to work as a member of a team and make positive contributions
	E



	Have skills in literacy and numeracy at Level 2
	E

	Be a good communicator (clear and precise)
	E

	The ability to take on responsibility:
1. To carry out agreed planned procedures with or without supervision
2. For groups of students or individuals, as per job description
	
E

E

	Good time keeping skills
	E

	Use initiative and be resourceful in changing situations
	E

	Relevant L2/3 Qualification
	D

	Knowledge of First Aid and emergency procedures
	D

	IT skills to L2 
	D



