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JOB DESCRIPTION
Post Title:		

Academic Skills Coach – Literacy and essay-based skills

Purpose:		

To work with individual students and/or small groups of students focussing on:
· Literacy
· Essay-based skills
· General study techniques
· Revision strategies.

Responsible to:

A Divisional Leader

Liaising with:

Subject teachers, Heads of Departments, Senior Tutors and Progress Tutors

Working Time:

· Fixed Term until 1st July 2023
· Full time hours 8:00 am to 4:00 p.m. Monday to Friday 
· Part time hours considered – applicants are asked to indicate within their application if their preference is for full time or part time
· Term time only

Grade:	

Support Staff Spine Point 6-8 (£ - £)

Main Duties and Responsibilities:

· To provide one to one or small group sessions to support improvement in students’ academic knowledge and understanding relating to Literacy and essay-based skills.
· To provide one to one and small group sessions to students to help them to develop their study and revision techniques such as: time management, study and file organisation, practice and retrieval methods and memory and recall techniques.
· To provide one to one and small group workshops to able, gifted and talented students to help them prepare for early university applications and the achievement of A*/A grades.
· To develop individualised action plans for students to develop their academic skills.
· To work with subject teachers and Heads of Department to ensure that students achieve and develop positive learning behaviours and assist by developing appropriate individualised intervention strategies.
· To assist in the research, creation and maintenance of up-to-date skills-based resources.
· To assist students in developing their personal statements for apprenticeship or higher education applications. This work will focus on clarity, spelling, punctuation, and grammar. 
· To supervise and manage students in the Learning Resource Centre whilst they utilise the facilities for study or revision, ensuring noise levels do not escalate to a point where other students are disturbed.
· To maintain records of all sessions held.
· To support any other initiatives setup by the College Management Team to enhance the students’ learning experience.

Staffing

· To undertake staff development where appropriate.
· To take part in the College’s appraisal process.
· To ensure that appropriate arrangements for cover are made when absent.
· To work as part of a team and to ensure effective working relations.

Quality Assurance

· To contribute towards the setting of targets for students in enabling them to work towards achieving their potential.
· To provide regular monitoring reports on student intervention and progress.

Marketing and Liaison

· To contribute to directed College liaison and marketing activities as appropriate.
· To link with external agencies as appropriate.

Management of Resources

· To contribute to the maintenance of an attractive working environment in your area.
· To contribute to the maintenance of an attractive study environment for all students in the Learning Resource Centre.

Other

· To support the aims and objectives of the College.
· To attend meetings as appropriate.
· To comply with College policies and procedures including Safeguarding, Health and Safety, Equal Opportunities and General Data Protection Regulations.
· To undertake any other duties the Principal or his designated alternate may reasonably direct from time to time within the context of the St John Rigby College contract.
· This Job Description is subject to periodic review and amendment.


	It is agreed that the above is a brief and concise description of the above job.

	Date:
	May 2022

	Prepared by:
	Nicola Craven Vice Principal

	Approved by:
	Peter McGhee, Principal
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