

JOB DESCRIPTION 


	Job Title:
	Learning Support Assistant

	Current Grade: 
	

	Department
	

	Division:
	

	Reports to (Job Title only):
	Head of Student Services & Quality

	Date Form Created:
	14/09/2026



	1. Main Purpose of the Job: 

	
To provide learning support for a student with complex needs, enabling them to access all aspects of their college programme, participate fully in learning activities, and achieve their educational goals in an inclusive and supportive environment.




	2. Main Duties: 

	
· Monitor the student's wellbeing throughout the day, support pacing of activities and respond appropriately to any symptoms.  
· Assist the student to access rest breaks or alternative arrangements when symptoms impact participation. 
· Follow agreed support plans and emergency procedures where applicable.
· Provide one-to-one support during classes, and assessments as required and outlined in the students’ personal learning support plan. 
· Assist the student with organisation, planning, prioritisation, and time management. 
· Support note-taking, reading, writing, and study skills where appropriate. 
· Assist the student in using assistive technology and learning aids where relevant. 
· Support the student's literacy and organisational needs.
· Maintain accurate administrative records using the college approved systems.
· Comply with all college policies and procedures. 
· Maintain confidentiality at all times. 
· Undertake relevant training relating as directed by Line Manager.
· Undertake any other reasonable duties as directed by the Line Manager.



	3. Position in Organisation 
An accompanying structure chart of the department needs to be provided for ALL roles.

	Reports directly to the Head of Student Services & Quality.
The role carries no line management responsibilities.







	4. Dimensions and Limits of Authority: 

	
Prioritises tasks as outlined in the personal learning support plan or as directed by the Student Support and Funding Officer.
Contributes to reviews and updates to personal learning support plans.
This role has no budgetary responsibility.



	5. Key Contacts/Communication: 

	
External:
· Student’s guardians
Internal: 
· Student Support and Funding Officer
· Local Centre Staff
· Student’s lecturing team
Communication 
The role requires strong verbal and written communication skills, including face‑to‑face interactions, email, MS Teams, meetings and telephone calls. The postholder must communicate clearly and adapt their communication style to suit the needs and level of the recipient.

Communications will typically involve writing short notes and records of work carried out with the student or of any issues that have arisen.





	6. Qualifications, Knowledge and Experience: 

	
Essential:
· Understanding of additional support needs. 
· Excellent communication and interpersonal skills. 
· Ability to build positive and trusting relationships. 
· Strong organisational skills and attention to detail. 
· Commitment to equality, diversity, inclusion, and safeguarding.
Desirable:
· Experience working in further or higher education.








	7. Working Environment / Sensory and Physical Demands

	Working Environment  
· The role is classroom and office based 

Sensory Demands 
· Frequent verbal communication, sometimes involving sensitive or complex issues requiring sustained concentration and emotional resilience. 

Physical Demands 
· General office-based physical demands, including sitting for extended periods. 
· The role does not typically involve significant manual handling or strenuous physical activity. 
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