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	Job Title:
	Learning Support Worker/ Invigilator

	Reporting to:
	Learning Support Co-Ordinator

	Responsible for:
	N/A

	Grade: 
	



Purpose of role:
	Providing support to individual and small groups of learners as detailed within their support plan to ensure they are successful. To work closely with the learner and tutor to ensure that support provided is effective in meeting their needs of learners.  To oversee and supervise examinations and to ensure that guidelines and regulations for the integrity and security of the examination papers and procedures are followed during examination sessions.



Main Duties:
	· Support learners with additional support needs during learning activities to ensure that all their learning needs are met.  The help required will depend on the individual learner and may take the form of, for example: note taking, reading, support with the prioritising of tasks, support with maths, support to overcome anxiety and build confidence.
· Work with Somerset Skills and Learning tutors to ensure that learners with additional support needs fulfil their individual learning plans and achieve the intended learning outcomes.
· Identify and recommend, where appropriate, improvements to the help on offer and assist the tutor with the production of specialist resources and materials to meet the needs of learners.  
· Monitor and evaluate the progress of learners and report to the tutor and/or line manager as appropriate.  Promote inclusion and equality of opportunity for all learners amongst other learners, tutors and staff.
· Record details of the additional support provided on the SS&L Management Information System.
· Report any barriers, issues or concerns regarding providing support (including non-attendance) to the Learning Support Co-Ordinator. 
· Provide support either within the learner’s regular teaching session or a separate 1 to 1 session, depending on the needs of the learner. 
· Support may be delivered remotely via a video conferencing platform depending on the course the learner is enrolled on and the specific support required.
· Provide a regular schedule of support in accordance with the needs of the learner. 
· To assist in the setting up of examination rooms 
· To ensure all candidates receive appropriate examination question papers and answer paper
· To ensure candidates obey the regulations of an examination room as laid out in the examination guidelines
· To ensure the examination process complies with all JCQ/AQA regulations 
· Undertake such additional duties as may be reasonably required commensurate with the level of responsibility within the Company





Mandatory Duties:
	· Commitment to promoting Equal Opportunities

· Commitment to the safeguarding and welfare of SS&L learners and staff



Person Specification:

	1. Key Competencies

	· An understanding of the needs of the learner supported e.g., dyslexia, additional learning needs
· An understanding of the principles of equal opportunities and a commitment to anti-discriminatory practice
· Excellent verbal and written communication skills
· Commitment to continuous improvement and high-quality experience for our learners and users
· Ability to work collaboratively with learners and Tutors 

	2. Work Experience

	Essential
	Desirable

	· Experience of working in an educational establishment
· Experience of supporting individual needs
	Coaching experience

Experience of working with SEN learners



	3. Qualifications & Skills

	Essential
	Desirable

	· Confident IT user
· Minimum Level 2 English and Maths
· Excellent communication skills
	· PGCE/Certificate in Education 

· Evidence of continuous professional development activities in previous posts

	4. Personal Qualities and Other

	Essential
	Desirable

	· Excellent organisational skills
· Effective team player
· Ability to demonstrate empathy, patience and positivity with learners
· Ability to work with learners in groups and as individuals
· Have your own car with business use included on your policy and be able to travel across Somerset
	· Experience of implementing equal opportunities and anti-discriminatory practice
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SS*L CHANGING LIVES THROUGH LEARNING




