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The Learning Support Centre

Neurodivergent & Disability Specialists

Job Description — Job Coach

Location: Placement locations include Loughborough and Ashby de la Zouch

Ashby de la Zouch Tuesday and Thursday 7-12 noon
Loughborough Tues, Wed, Thurs, 10-4pm

Contract Type: Flexible contract - recruiting for a variety of positions in the above locations.
3 days for 3 weeks then 2 days thereafter starting from 3™ November
Driving license and access to a car desirable.

Report to: Support Coordinator
Salary: Starting at £12.71 per hour can earn up to £14 after a successful first term

Overall purpose of role

To provide 1-to-1 support to SEN students within their workplace as part of a supported internship through
Loughborough College group. These learners will have a specific learning difficulty or disability which may
include Autism and ADHD. The students may also need mobility, orientation, sighted assistance and access
support on and around the workplace. If this is the case, it is your job to provide this support. However,
under no circumstances is it your job to provide personal care for your student, your role is purely
workplace support.

There are also further work opportunities for specialist notetaking support with The Learning Support
Centre. This work will be discussed at interview, please see job descriptions on our website.

Main Duties and responsibilities

= Provide one to one coaching to students, enabling them to develop independent strategies to
overcome barriers in their work placement

=  Complete a record/log of activities and student progress

= A flexible approach to working hours is required. Travel may also be required

= Providing information, helping students with time keeping and supporting with organisational skills

= Always be punctual

= Produce notes that are clear, complete and legibly written

= Manage paperwork effectively, i.e. filling in time sheets accurately and promptly posting them at
the end of each month

= Maintain a high standard of presentation whilst representing The Learning Support Centre
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If you cannot make an appointment let The Learning Support Centre know as soon possible
Ensure that clients are happy with the support being provided, any problems must be referred to
your relevant line manager immediately

Confidentiality should be respected to agreed disclosure levels

Attend any relevant training or meetings

Inform The Learning Support Centre of any problems you are having that are either work related or
effect your work, we can then help you come to a satisfactory conclusion or adapt your work to
support your situation

You will be expected to represent The Learning Support Centre in a professional and service
orientated manner. This includes adhering to our stringent policies including those on
confidentiality and safeguarding young people

Actively managing personal development in agreement with the Manager

To undertake such other duties as may be reasonably required by The Learning Support Centre

Professional Development

The Learning Support Centre are committed to the regular monitoring and review of individual
performance and to maintaining open and participative communications within the team.
Professional development and access to appropriate training is part of this and there will be regular
review sessions with the Manager or his/her representative

This role description may be subject to review in light of the developing organisation and in
consultation with the post holder

Terms and conditions

Eligibility to work in the United Kingdom — The offer of employment will be subject to you
providing a copy of a document confirming your eligibility to work in this country. The original
document must be seen on receipt of the copy for our records (i.e. your passport). This is to comply
with Section 8 of the Asylum and Immigration Act 1996

Leave - You are entitled to statutory holiday based on the number of hours that you work. Your
holiday should be taken outside university and college term time, and will be paid in be paid in
January, May and September.

Payment details - You will be paid on the last weekday of each month. Your tax and national
insurance contributions will be deducted before you are paid, this will be detailed on your pay slip.

Basic starting rate is £12.71 p/h

Medical examination — This appointment may be subject to a satisfactory medical report, which
may include a medical examination

References — The appointment may be subject to the receipt of references, which are satisfactory
to The Learning Support Centre

Pension — All eligible employees will be automatically enrolled into the company contributory
pension scheme. Employees will have the option of opting out once they have been enrolled

Probation — This appointment will be subject to a probationary period of 6 months

Hours — The Learning Support Centre will seek to provide you with as many hours as are available
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o Disclosure Barring Scheme (DBS) — Employees are required to hold an Enhanced DBS check and
ideally registered on the DBS update service; employment is subject to DBS clearance. If you
require a DBS check, The Learning Support Centre can arrange this for you upon offer of
employment. You will be expected to pay approximately £60.00 for a DBS check to be issued and an
annual fee to remain on the update service. The hiring lead can advise you on the exact costs on
request. Your name and DBS number will be supplied to institutions we work with. The DBS check is
transferable and registering with the update service allows the DBS status to be checked and not

expire.

= Payment for training — You will not be paid for attending training however failure to attend will

affect your eligibility for work

Skills Knowledge & Experience
Requirements

Essential/Desirable

Experience in studying or working in a Higher or Further Education setting

Essential

Experience in supporting disabled people or people with specific learning differences in Desirable
education and/or in the workplace

Excellent communication skills Essential
Be able to recognise your own limitations and refer to other services where appropriate Essential
To be able to establish and maintain professional boundaries Essential
Confidence in working independently with learners Essential
Takes a logical approach to problem solving and pays close attention to detail Essential
Applies quality standards to all tasks undertaken and ensures that nothing is overlooked  |Essential

Equal Opportunity
Requirements

Essential/Desirable

Must be able to recognise discrimination in its many forms and willing to put Jotter’s
Equality Policies into practice

Essential

Qualifications, Training

Requirements Essential/Desirable Measurement
Educated or Study at Degree level or equivalent Essential Documentary evidence,
From the application
form
Maths and English GCSE C Grade Essential Documentary evidence,
From the application
form

Attitude & Motivation
Requirements

Essential/Desirable

Understands the needs, objectives and constraints of those in other disciplines and  [Essential
functions

Mindful of company ethos in approach to work and clients at all times Essential
Pro active in the evolution of the company team Essential

Technical Requirements

Requirements Essential/Desirable
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Competent smart phone user Essential

Own a smart phone or smart tablet of a high enough specification and maintain an Essential
operating system no older than 2 years to run our electronic time sheeting system.
Minimum specifications

Android

RAM - 2GB

Screen size — 5”

iOS iPhone

Screen size — 4"

Able to use own phone/tablet to access client data and time sheeting application Essential
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