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Vision Business Support Services is a subsidiary company of West Nottinghamshire College Group.


English and Maths Support and Cover Officer (Full time, permanent role)
Cross college service team for English and maths 

School of English, Maths, and Academic Studies
VBSS16.88 
1. The Appointment

We are looking to recruit an enthusiastic, experienced and motivated individual to coordinate maths and English drop in sessions, provide additional support to maths and English tutors in classes to help students and cover for classes in the absence of the tutor. 

You will have experience of supporting students, excellent organisational skills and be flexible and adaptable, be able to work under pressure to tight deadlines and maintain accuracy and quality of outcomes at all times.  You will be required to work alongside the team and on your own initiative as required.

You should be willing to continuously update your professional development and undertake training in the use of learner administration systems, college procedures and legislative compliance in relation to duties undertaken.

It is essential that you have the ability to build positive relationships, displaying excellent communication, organisational skills and administrative skills, demonstrating a flexible and professional attitude. 
The role will require you to take on and work to the college’s values; working with Professionalism, taking Responsibility for your actions, and giving Respect to clients and colleagues alike.  
2. The Post

2.1 Main Duties and Responsibilities

a) To coordinate activity within the English and maths study support rooms across college across the whole year in order to ensure learners have a place to access support for English and maths during the College day.  

b) To provide additional support for students in classes, in particular where there are mixed ability 

groups to ensure all students are supported to develop their maths and English skills in preparing them for their exams. 

c) To provide classroom cover, intervention support and exam preparation and invigilation for maths or English groups, often at short notice, where required.   
d) To coordinate the maths and English volunteer and work placement programme. 

e) To work with the college’s student union / services team and English and maths team to support the delivery of maths and English initiatives across college and support the integration of maths and English into student union and services enrichment calendar.  Promote the events to engage all students across all college sites. 

f) To undertake tasks, to a high standard of accuracy and presentation, to include general correspondence and reports, whilst undertaking efficient execution of general duties.

g) To liaise with internal and external customers and agencies as necessary.

h) To maintain strict confidentiality and discretion at all times.
2.2
Other Responsibilities  

a)
To uphold and promote College policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.

b)
To comply with the college’s own safeguarding policy and practices and attend training as requested.

c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college.

f)
To undertake any other duties as may reasonably be required commensurate with the post.

3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	Level 3 qualification in maths or English
	(
	

	Maths level 2 (or equivalent)                                                                                                                                      
	(
	

	English level 2 (or equivalent)                                                                                            
	
	

	PTTLS Teaching Qualification or be willing to work towards 
	(
	

	Experience 
	
	

	Experience in supporting teaching and learning – including classroom based support e.g. directed delivery of provided material.
	
	(

	Experience supporting students, in particular in the development of maths and or English skills
	(
	

	Successful experience of coordinating and delivering events 
	(
	

	Use of Microsoft office, including Word, Excel and Access
	(
	

	Skills /Knowledge
	
	

	Excellent interpersonal and communication skills
	(
	

	The ability to plan and prioritise
	(
	

	Excellent organisational, administrative, planning and development skills
	(
	

	An ability to maintain strict confidentiality and discretion at all times
	(
	

	To ability to work independently, without close supervision using own initiative as required
	(
	

	Able to articulate clearly and objectively both verbally and in writing at all levels
	(
	

	Qualities 
	
	

	Maintain accuracy and attention to detail in all tasks
	(
	

	The ability to work under pressure and to tight deadlines  
	(
	

	Accountable
	(
	

	Flexible and responsive with ‘can do’ approach
	(
	

	Committed, loyal and reliable
	(
	

	Set high standards for self and others
	(
	

	Able to be assertive when necessary
	(
	

	Ability to keep to deadlines
	(
	


4. Position within the College

The post-holder will report directly to the Head of School – Maths and English. 
5. Terms & Conditions

a) The post is offered on a Vision Business Support Services contract.

b) The salary will be £21,294 per annum. This is a spot salary. 
c) You will be entitled to 25 days leave, plus bank holidays. Up to 5 days leave can be directed for efficiency closure. 

d) You will be required to work 37 hours per week on a flexible basis. 
e) The College operates a contributory Average Salary Pension Scheme.

f) The post holder may be located at any West Nottinghamshire College Group Site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.

6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5.00pm on Wednesday 12th October 2016.   
www.wnc.ac.uk/vacancies
THE COLLEGE PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY

The college is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. All successful candidates are subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves, the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.

It is an offence for anyone who is barred from working with children, young people and or vulnerable adults to apply for this position.
[image: image1.png]