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Job Description
Directorate/Division: 
Learner Services


 
Title of Job:


Learning Resources Facilitator


Responsible to:

Learning Centre Manager
Key Purpose:
Within the context of the College’s commitment to provide quality education and training for all, to contribute to the efficient and effective operation of the Learning Centre and facilities, and to work as part of a team providing an integrated, effective and client-based service to staff and students.

Grade:



5
Location:


Paddington Green Campus
	MAIN DUTIES AND RESPONSIBILITIES 



1. To carry out counter duties, including issuing and discharging of resources (e.g. books, laptops and journals). 

2. To encourage an environment conducive to study.

3. To provide general and individual support to staff and students in relation to the materials and facilities available within the Learning Centre and to support staff and students in developing IT skills.

4. To contribute to the development and delivery of inductions, 

5. To maintain working and storage spaces in good order.

6. To collect and pay in monies from fines, photocopying and the sale of learning materials.

7. To maintain stationery supplies and re-order as necessary.

8. To undertake a range of clerical duties including: data entry and retrieval, collection of statistics, typing, filing, photocopying, reservations and dispatch of reminders to users, assistance with stock selection and stock-taking, updating and ordering of materials, processing of new materials, repairs to books and other learning materials.
9. To undertake unsupervised evening work in the Learning Centre as required.

10. To work in co-operation with other staff as a member of the Learning Centre Team, promoting and developing the work of the Learning Centre.
11. To undertake any other duties as may be required by the Learning Centre Manager.

Additional essential responsibilities:

1.
To undertake any training relevant to the efficient delivery of any of the above duties and to take responsibility for the post holders own professional development.

2.
To undertake any such other, broadly analogous task as the Principal or their delegate may from time to time determine, or the demands of the College may require.

3.
To carry out the above duties at all times with the College’s Equal Opportunities, Health and Safety, No Smoking and Quality Management Policies.

4.
To carry out his/her duties and responsibilities at all times with due regard to the College’s Safeguarding, Equal Opportunities, Health & Safety, No Smoking and Quality Management Policies.

Special Conditions

1.
The nature of this post means that the post holder may need to travel from time to time to all the College centres and to other external venues

2.
The post holder will be contracted to work for a defined number of hours per week but it is a requirement of this post that the holder will flex these hours to reasonably meet external needs which may include working evenings and weekends.

3.
This post falls within the scope of the regulations requiring a Disclosure & Barring Service (DBS) check.

This job description is current at the date of issue. As and when the work of the College develops or changes so the areas of responsibility may be subject to change, and the job description will be reviewed. Such changes will, in the first instance, be made in consultation with the post holder. 

IL, IG September 2019

	Person Specification – Learning Centre Assistant
Minimum requirements of the post, with an indication of how these are to be assessed.

	1
	Education/Qualifications
	Essential
	Desirable

	1.1
	Level 3 (equivalent of BTEC National Diploma, A Levels, NVQ Level 3) or above.
	(
	

	2
	Experience/Knowledge/ Skills/Abilities
	
	

	2.1
	Previous experience in a library or educational environment.
	(
	

	2.2
	IT skills, including knowledge of Microsoft Office packages
	(
	

	2.3
	Ability to communicate with students and staff, both verbally and in writing. 
	(
	

	2.4
	Ability to work under pressure, organise own workload and meet deadlines. 
	(
	

	2.5
	Ability to work as part of a team, and to relate to, and work cooperatively with other teams across the College.
	(
	

	2.6
	Able to maintain standards and good management of learning situations
	(
	

	2.7
	
	
	

	
	
	
	

	4
	Qualities/Genuine Occupational Requirements
	
	

	4.1
	Enthusiastic and able to inspire students and clients


	(
	

	4.2
	Prepared to participate in new developments and contribute professional advice
	(
	

	4.3
	To have an understanding of, and commitment to

Equal Opportunities in   practice.


	(
	

	4.4
	In addition to candidates ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 

· Motivation to work with children and young people;   

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;   

· Emotional resilience in working with challenging behaviours; 

· Attitudes to use of authority and maintaining  discipline;
	(
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