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	Job Profile 

	
Job Title 
	
Additional Learning Support Manager

	
Reports to 
	
Assistant Principal Learner Experience

	
Job Purpose
	
· To lead a specialist and dedicated team of Learning support professional that have a demonstrable impact upon student progression, retention and success

· To be responsible and accountable for the successful operation of the ALS team and to deliver good value for money

· To ensure the College is compliant with current and relevant Standards and Guidelines for all aspects of ALS, e.g. assessments, exams, EHCPs, SEND, classroom support

· To manage and monitor the budget for learning support and liaise with LA’s and the College finance department and commensurate with the College’s allocation

· To have an excellent understanding of the funding rules and conditions as they apply to ALS including those with EHCP

· To provide an efficient, confidential and knowledgeable ALS funding coordination 

· To be the key link between Student Services, IT Services, MIS and the Skills Funding Agency

· To be the key link to the quality, finance, HR and data collection processes of the College in order to supply accurate and comprehensive data to the College systems.   


	
Dimensions
	
Staff		Line Manager
Systems	Data system and reporting systems, funding claims
Sites		Lewisham and Deptford


	
Principal Accountabilities
	
· To share and contribute to the college's Vision, Mission and Values and communicate them effectively through leadership behaviour
· To provide dynamic and effective leadership and manage a team of staff 10+ including Learning Support Assistants, Communication Support Workers, Exam Arrangements Assessor and an Administrator to ensure students are achieving in line with their peers
· Take responsibility for ensuring appropriate levels of staffing are available to effectively support students throughout the academic year
· Maintain a good understanding of support funding frameworks and work with external partners and colleagues to ensure financial targets of the service are met, including those relating to High Needs Funding, Additional Learning Support, Disabled Students’ Allowance and commercial income streams
· To provide support to students with multiple barriers to learning including: Autism Spectrum, Specific Learning Difficulties, Behaviour difficulties (EBD/ADHD/ADD), Hearing impaired, Speech and language difficulties And students who require assistive technology
· To report and analyse statistical information about ALS added value and distribution in order to identify ALS patterns and trends to support strategic planning
· Facilitate the Education Health Care Plan (EHCP) statutory annual review process and ensure reviews are held in a timely manner
· To work with teachers and Managers to ensure awareness of the range of ALS needs and the ways in which the College may support learners with these needs providing advice, guidance and training to staff in supporting the various needs of learners
· Conduct observations on the LSA team and implement quality improvement where required
· Work closely with schools, specialist providers and external organisations, and attend termly, and / or annual reviews. This is to discuss progression routes, transition programmes and individual support needs, to ensure information is gathered prior to learners enrolling at Lewisham College
· To contribute to the Learner Experience and College SAR and QIP
· To carry out annual staff appraisals and probation reviews and identify staff development and training needs
· To initiate the college's capability or other relevant procedure in cases where support for students does not improve to the required standard
· To be a member of the college safeguarding committee
· To actively promote and champion equality and diversity, safeguarding, and health and safety in every aspect of the role ensuring tangible impact on the performance of staff and their interaction with learners
· To implement quality improvement and post inspection action plans
· To contribute towards the overall operational management of the ALS Department taking responsibility and accountability for the delivery and  achievement of agreed targets
· To undertake any duties and responsibilities expected of a college team leader including the leading and championing of specific areas/projects that may be assigned to them
· To ensure support arrangements are in place for newly appointed staff as part of an induction programme
· To ensure that financial, human and other resources are deployed efficiently and effectively
· Present the College in the best light at all times and ensure that all areas of personal activity comply with standards laid down by the college and relevant outside agencies
· Undertake professional development and training to contribute to individual and College development as agreed through the College Performance Appraisal Scheme process
· Carry out all duties with due regard to Health and Safety Regulations
· Ensure compliance with the Financial Regulations of the College
· Carry out other duties as may reasonably be required from time to time



This profile covers the core accountabilities within the role; however the postholder will be expected to undertake any other duties that may be required by the 
Head of Department.



Person Specification

	
	Essential
	Desirable
	Method of assessment 

	Education/Qualifications
	
	

	Level 3 qualification in a vocational area 
	
	
	Application

	GCSE Grade C/4 or above in maths and English (or equivalent Level 2)*  

	
	
	Application

	Appropriate ALS/SEND qualification (or within agreed timescale) 
	
	
	Application

	Recognised teaching qualification 
	
	
	Application

	Knowledge 
	

	Knowledge of current qualifications and curriculum developments and their implications for teaching and learning strategies 
	
	
	Application/Interview 

	Knowledge of the funding context and its implications 

	
	
	Application/Interview 

	Detailed Knowledge of ALS Funding rules 
	
	
	Application/Interview 

	Experience
	
	
	

	Experience of working in a similar administrative/ funding/ finance role 
	
	
	Interview

	Successful management of Learning Support, including funding allocations and targets 
	
	
	Application/Interview

	Successful partnership working with external and internal stakeholders, such as Local Authorities; schools; young people and vulnerable adults with specific educational needs and their parents/ carers/ advocates 
	
	
	Application/Interview

	Leading support interventions for learners with learning difficulties and disabilities to ensure positive learner outcomes 
	
	
	Application/Interview

	Leading and managing a team, inspiring and motivating others to strive for continuous improvement 
	
	
	Interview

	Quality assurance process to monitor & evaluate provision including ALS classroom observations
	
	
	
Interview

	Implementing and maintaining effective Health & Safety and safeguarding systems 

	
	
	
Interview

	Providing Information, Advice & Guidance in an educational setting
	
	
	
Interview

	Skills/Personal Qualities
	
	
	

	Excellent attention to detail
	
	
	Application/Interview

	Ability to establish effective working relationships at all levels within an organisation
	

	
	Application/Interview

	Ability to work under pressure and meet deadlines
	

	
	Application/Interview

	Excellent verbal and written communication skills
	

	
	Application/Interview

	Flexibility and a capacity to prioritise effectively to work to deadlines
	
	
	Application/Interview

	Good problem-solving skills with the ability to work with limited supervision
	

	
	Application/Interview

	The ability to learn, understand and implement complex regulations
	

	
	Application/Interview

	High standards of accuracy and documentation of work
	

	
	Application/Interview

	Resilient and positive, encouraging positivity in others
	

	
	Application/Interview

	A commitment to raising standards for all students
	

	
	Application/Interview

	Effective team leadership with strong people and project management skills 
	

	
	Application/Interview

	Excellent interpersonal and communication skills and the ability to deliver information successfully to a varied audience, verbally and in writing
	

	
	Application/Interview

	Organised, methodical and accurate to ensure the production of informative reports
	

	
	Application/Interview

	Committed to the process of continuous review, improvement, and professional development
	

	
	Application/Interview

	Commitment to equality and diversity, customer service and quality assurance
	

	
	Application/Interview

	Able to assess staff development needs and support staff attendance on staff development programmes
	
	
	Application/Interview

	Strong IT skills including Word; Databases; Excel
	
	
	Application/Interview

	Awareness of technology solutions to individual needs where appropriate
	
	
	Application/Interview

	Attributes / Other Requirements
	
	
	


	Committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. We expect all staff to share this commitment.
	
	
	Interview






Standard responsibilities for all College positions:

1. Participate in any staff review/performance management processes involving the identifying and meeting of training needs for self and others.
2. Take appropriate responsibility to ensure the health and safety of self and others.
3. Pursue the achievement and integration of equal opportunities throughout all activities.
4. Undertake any other tasks and responsibilities appropriate to the level of this post.
5. Comply with all policies and procedures.
6. Lewisham College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.

Health and Safety

At Lewisham College, a key priority is to maintain the safety and security of our campuses in order to support the delivery of outstanding teaching and learning.  To do this, the College operates a Duty Management system.  Duty Managers will:

· provide a visible presence and engage with students
· respond to any incidents that may arise
· deal with any queries or complaints (where staff require assistance from a manager)
                    
All staff at grade LC7, LC6 or those on spot salaries are expected to fulfil this key responsibility.  Full training and support will be provided.

Competency framework

Lewisham College has developed a competency framework which is aligned with our values and underpins all recruitment, performance management and development processes. The core organisational competencies are:

· Leadership
· Self-management
· Flexible thinking
· Understanding context
· Customer orientation
· Collaborative working
· Delivering value
· Communicating with impact
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