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JOB DESCRIPTION




	Role
	Learning Facilitator

	Line Manager
	College Librarian

	Salary
	Scale 3, points 17-20 £17,324 - £18,409 (pro-rata £15,071 - £16,015


  
Working Pattern:	Term-Time Only (38 weeks per year), 36 hrs per week

1. 	Overview

· [bookmark: _GoBack]To ensure that all users of the Learning Hubs (Tameside College at Beaufort Road and Clarendon Sixth Form College in Ashton town centre) are provided with a professional enquiry and support service, and that all learners are encouraged to develop independent learning skills while being supported with their academic studies

2.	Key Responsibilities

· Responding to a range of enquiries from both staff and students, on the use of the Learning Hubs facilities including the library catalogue, electronic resources and use of IT facilities in person, by telephone or via email
· Ensuring that all learners are supported with their academic studies through the utilisation of college resources including help with referencing, exam skills, structuring essays and use of resources
3.	Specific Duties

· To assist with frontline services, such as counter services, user enquiries, IT queries, password resetting and student printing accounts
· To take an active role in the student induction programmes, guides, tours and any other activities associated with promoting the Learning Hub, its services and resources across college sites
· Liaise with teachers and members of support staff to ensure that students are provided with the highest level of student care and support
· Liaise with curriculum areas to facilitate the identification, acquisition and development of reading lists and materials
· Supervise learner behaviour within the Learning Hubs in line with college policies and procedures to ensure a positive working environment for all learners
· Contribute to the maintenance of the library management system (Heritage Cirqa) that includes  acquisitions, cataloguing, the issue and return of items, creating and amending borrower records, and checking in new items (books and serials)
· To assist with the physical processing of new books and materials, and maintenance of resources
· Contributing to the upkeep of a tidy and well-maintained learning environment
· Assist the College Librarian with the development of resources, displays and activities to promote the usage of the service 
· Attend regular departmental meetings and participate in the operational planning and development of the service
· Be willing to work across various college sites, including regular evening duty

4. 	Budget Responsibility 

The post holder is not a budget holder under the College’s accounting systems and is required to observe and comply with the financial regulations of Tameside College at all times.

5.       	Continuing Professional Development

The post holder will proactively take part in the College’s Appraisal process and be expected to attend training and continuous professional development events and be responsible for their own professional updating.

6.	Health and Safety

	The post holder will be required:
· To take reasonable care to safeguard their own safety and that of others with whom they work;
· To cooperate with designated officers named by the Governors and/or the Principal and any other designated College manager to enable the College to comply with its obligations under Health and Safety legislation. 
· Not to interfere with or to misuse anything provided in the interests of health and safety or welfare.
· To report immediately any defects in plant, equipment or the working environment

7. 	Equality and Diversity
Tameside College is committed to the provision of equal opportunities.  All employees have a duty to ensure unfair discrimination does not occur and to support the implementation of the College’s Equality policy as appropriate.

8.	Values
Tameside College values are an essential part of the College achieving its core purpose and it is an expectation that these are adopted in daily working. These include:  

· Respect for learners and staff
· Professionalism 
· Excellence in service delivery
· Commitment
· Transparency




9.	Safeguarding Children and Vulnerable Adults
Tameside College recognises that it has a statutory and moral duty towards safeguarding the welfare of children, young people and, if appropriate, vulnerable adults who participate in any College activities and expects all staff to share this commitment.

10. 	College Policies and Procedures
Comply with College Policies and Procedures and the Staff Code of Conduct which can be accessed via Learning Box.
Perform such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.

NOTE: The job description is current as at the date of the appointment. In discussion with your line manager your job description may be varied to reflect or anticipate changes in or to the post and you may be required to undertake other duties commensurate with the grade of your post.
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	Qualifications, Experience & Knowledge
	Essential
	Desirable

	1
	A good general education to GCSE or above 

	

	

	2
	ECDL or recognized IT qualification
	
	

	3
	Literacy & Numeracy to at least level 2
	
	

	4
	A relevant qualification – either library and information or customer service 
	
	

	5
	Use of automated library management systems such as Heritage 
	
	

	6
	Use of information technology as a research tool
	
	

	7
	Sound knowledge of IT applications including internet and electronic resources and Microsoft Office
	
	

	8
	Experience of working in a modern Learning Center or Library
	
	

	9
	Experience of supporting / facilitating learners in an educational environment
	
	

	8
	Experience of supporting learners using IT resources
	
	

	9
	Experience of supervising learners 
	
	

	10
	Excellent customer care skills
	
	

	11
	Ability to work on own initiative and excellent team working skills
	
	

	12
	Good communication and interpersonal skills
	
	

	13
	Accuracy and attention to detail
	
	

	14
	Ability to learn new aspects of IT and electronic resources
	
	

	15
	Flexibility, enthusiasm and a willingness to undertake a complex variety of tasks
	
	

	16
	A commitment to ongoing professional development
	
	

	17
	Willingness to undertake some cash-handling
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