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JOB DESCRIPTION

	Job Title:  Learning Resources Officer
	

	Grade:       BSS D


	

	Line manager: Curriculum Team Leader


	

	Section:    Trowel Trades – Rush Green 

	

	Directorate: CEDT
	


PURPOSE OF THE JOB
To provide technical support for staff and students.  

1.
Main Activities
1.1
Prepare materials and apparatus for demonstrations and practical work including examination requirements as directed.

1.2
Monitor stock levels using appropriate systems and inform Curriculum Manager of any items that need ordering.

1.3
Responsible for the care and maintenance of plant and equipment, the upkeep of related service records.

1.4
Liaise closely with appropriate Curriculum Team Leader and Curriculum Manager to ensure that the post-holder’s support is directly relevant to the needs of the Section n which s/he is placed.


1.5
The care and maintenance of tools, tool stocks, their issue to and collection from students.


1.6
The keeping and issue of stores.


1.7
Dismantling of projects used on courses as and when required.


1.8
Installation, checking and implementing new equipment and resources and 



ensuring correct operation.


2.1
Assisting in the demonstration of techniques and practices to students.


2.2
Keep inventory of equipment and resources.


2.3
Provide support to other curriculum areas when there is a reduction in workload of own section, or on occasions as directed by the Curriculum Director.

2.
Technical Duties


2.1
Assist on matters of technique, application and operation of equipment to staff 



and students, operating equipment when required.


2.2
Provide ‘hands on’ technical support in any of the subject areas within your technical capacity as required throughout the curriculum area.

2.3
Keep the Curriculum Manager appraised of potential problems/issues/changes required, in relation to the service provided.

2.4
Undertake minor repairs and routine maintenance of equipment.

3.
Administration
3.1
Assist in compiling and collate statistics as required.   Complete forms/returns.

3.2
Receive telephone calls and visitors.  Provide necessary information and deal with queries or take messages and refer to the relevant personnel.

3.3
When necessary, attend special meetings, functions and presentations.

3.4
Photocopy as required or arrange with the Media Resources Centre for appropriate work to be undertaken as directed and operate facsimile machine.


3.5
Monitor, record and check the use of tools when working within any of the respective workshops throughout the school.

4.
Health and Safety
4.1
Adopt safe working practice at all times and assist lecturing staff in the maintenance of safe working procedures in teaching laboratories/workshops.

4.2
Assist in the implementation of safe systems of work requirements within areas of responsibility.

4.3
To liaise with the Curriculum Team Leader on the progress and maintenance of safe systems of work on all matters in relation to health and safety.  Any matter outside the authority of the LRO must be referred to the relevant manager to enable the appropriate action to be taken.

4.4
Responsible for keeping working areas clean and equipment orderly.

5.
General
5.1
Be aware of, and comply with, legislations/competence standards relevant to the work of the Directorate.


5.2
Understand and comply with all college policies, including the Policy to promote Equality of Opportunity.


5.3
Assist as required during examination and enrolment periods.


5.4
Be conversant with Health and Safety and Safeguarding requirements.


5.5
Participate in the Staff Learning and Development, Review and Appraisal Scheme.


5.6
Undertake such duties and/or hours of work as may reasonably be required of you, commensurate with your grade and general level of responsibility, at your main place of work or at any other establishment for which the College provides services.

NB
In consultation with you, this job description is liable to variation to reflect actual contemplated or proposed changes to your job. 
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PERSON SPECIFICATION
NB:
You will need to demonstrate in your supporting statement how you can meet the criteria listed below. A micro- teach will form part of the selection process.

	Post Title:  Learning resource Officer
	
	We will assess your match to the criteria from:

	KEY:  (E) – Essential   (D) - Desirable
	
	Appl. Form
	Assessment
	Inter-views
	Refer-ences

	QUALIFICATIONS


	
	
	
	
	

	Have suitable formal qualifications in the relevant subject area up to level 3

	E
	√
	
	√
	

	EXPERIENCE 


	
	
	
	
	

	Have recent and relevant experience of working in a motor vehicle training centre or similar establishment. 


	E
	√
	√
	√
	√

	Evidence of recent CPD

	D
	√
	
	√
	√

	Have up to date knowledge of the motor vehicle industry and the potential changes for the future
	E
	√
	
	√
	

	SKILLS AND ABILITIES


	
	
	
	
	

	Ability to maintain a safe working environment suitable for students
	E
	√
	√
	√
	

	Be able to demonstrate use of equipment ensuring adherence to safe working practices  
	E
	√
	√
	√
	

	Have the ability and interest to contribute to learner enrichment activities
	E
	√
	
	√
	

	Possess excellent interpersonal and team development skills and have the ability to contribute to the team and its goals. Be able to work independently and as a member of the team 
	E
	√
	
	√
	

	Be well organised, reliable and punctual
	E
	√
	
	√
	

	Possess good IT and administrative skills and be able to keep accurate tracking records for tools and equipment
	E
	√
	
	√
	

	
	
	
	
	
	

	KNOWLEDGE AND UNDERSTANDING


	
	
	
	
	

	Enthusiasm for the subject and ability to impart this to motivate learners
	E
	√
	√
	√
	

	Have an awareness of health and safety regulations and how they apply to the post
	E
	√
	
	√
	

	Be able to demonstrate knowledge of and commitment to equal opportunities and how to incorporate it into teaching and learning.
	E
	
	√
	√
	

	A clear commitment to the principles and practices of every child matters (ECM), equality and diversity and the safeguarding of children
	E
	√     
	
	√
	

	
	
	
	
	
	

	SAFEGUARDING CHILDREN AND    VULNERABLE ADULTS


	
	
	
	
	

	Understanding of Safeguarding Legislation and its application within the educational sector
	E
	√
	
	√
	

	Commitment to Safeguarding and promoting the welfare of children and vulnerable adults.
	E
	√
	
	√
	

	
	
	
	
	
	

	EQUALITY AND DIVERSITY


	
	
	
	
	

	An understanding of and commitment to all aspects of equality and diversity.
	E
	√
	
	√
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