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JOB DESCRIPTION


Post Title:		Academic Learning Coach and OLC Supervisor

Purpose:		

To support students working in the Open Learning Centre in their “catch up” studies by working with individuals and/or small groups focussing on study skills and revision techniques and to maintain a purposeful working atmosphere in the Open Learning Centre that supports the provision of a quality learning experience for all students.

Responsible to:

The Principal through the Vice Principal (Curriculum & Quality) and a Divisional Leader.

Liaising with:

Heads of Departments and Senior Tutors, the Learning Support Administrator, Network Services staff and the Central Services Manager

Working Time:

8:30 am to 4:15 p.m. Monday to Friday.  Part-time, term time only.

Grade:	Support staff Spine Point 10


Main Duties and Responsibilities:

Academic Coaching & OLC Supervision

•	Provide one to one or small group sessions to support improvement in students’ academic skills such as high-level essay writing, literacy and/or numeracy and revision techniques.
· Develop individualised action plans for students to develop their academic skills.
· Work with Heads of Department, to ensure that students achieve and develop positive learning behaviours and assist by developing appropriate individualised intervention strategies.
· Ensure that support work for identified students is appropriately managed in an integrated way that is focused on their achievement and progression.
· To assist students in developing their personal statement for apprenticeship or higher education applications. This work will focus on clarity, spelling, punctuation and grammar. 
· To supervise students in the Open Learning 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 in the OLC.
· To support any other initiatives setup by the College Management Team to enhance the students’ learning experience.


Staffing

Staff Development

· To undertake staff development where appropriate.
· To take part in the College’s Appraisal Process.

Deployment of Staff

· 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 ensure the effective operation of quality assurance systems.
· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process.

Marketing and Liaison

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


Management of Resources

· To contribute to the maintenance of an attractive working environment in your area.

Other

· To support the aims and objectives of the College.
· To attend meetings as appropriate.
· 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:
	09 November 2021

	Prepared by:
	Dominic Jones, Vice Principal

	Approved by:
	Peter McGhee, Principal
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