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JOB TITLE:		ACADEMIC MENTORING TUTOR	
LINE MANAGER: 	ACADEMIC SUPPORT MANAGER (HE) 


Mission:	To empower creativity and enrich our world 

Vision:   	Transformation: to transform lives by being a thriving centre of practice-based, thoughtful and future-facing creative education. That develops skills, ideas and imagination to benefit people and place, creative industries and the wider economy, individuals and society. 

Growth: to attract more students to HCA, offering outstanding and inclusive teaching of superbly designed courses, a vibrant and modern arts school culture and community, strong industry connections and an exceptional location. 

Inclusion and progress: to support students from all backgrounds in growing as highly innovative and dynamic creatives, who thrive in sustainable careers within the creative industries and many other areas of employment, enterprise or personal practice

Job Summary:
	This position is in a small specialist team, where you will be expected to provide specialist one-to-one study skills support to those students in receipt of the Disabled Students’ Allowance (DSA).  This support must be provided in line with the Department of Education (DfE) regulations relating to DSA provision.  Delivery will either be face to face on campus or via Teams, depending on the needs of the student.

Alongside this principal role, you will be required to provide course area support to small groups of students wishing to access academic support.

Please note:
It is essential you hold professional or associate membership to one of the following professional bodies and take personal responsibility for maintain membership whilst in post:
· Professional Association for Teachers of Students with Specific Learning Difficulties (PATOSS)
· British Dyslexia Association (BDA)
· The Association of Dyslexia Specialists in Higher Education (ADSHE)
· Dyslexia Guild.




Key Responsibilities:

	1. To promote college values and contribute to the delivery of HCA’s mission, vision and strategic priorities as relevant to the role.

2. To undertake responsibilities with identified learners in accordance with the guidelines set out by the DfE with regards to DSA provision.

3. To deliver support tailored to the needs of the individual student, setting clear aims, objectives, and timescales.

4. To demonstrate an understanding of the needs of the students as identified in their Needs Assessment, and provide comprehensive and effective study skills support such as:

a. Support students to understand what is required by clarifying and explaining academic requirement.
b. Encouraging and motivating students to engage and participate in their learning.
c. Assisting students to developing independent study skills such as self-management of organisation, assignment planning, and research techniques.
d. Supporting students to submit accurately structured and presented academic work.

5. To establish a supportive relationship with identified DSA students.

6. To encourage and reinforce students’ self-esteem.

7. Where appropriate encourage the use of assistive technology to develop students’ level of ability and independence.

8. To maintain accurate DSA records related to the regulations outlined by the DfE.

9. To develop and deliver group study sessions for course areas or other student groups. 

10. Support the Academic Support Manager (HE) to deliver internal onsite/online training. 

11. Undertake a range of self-supporting administration, completed in a timely fashion, that supports the day to day and smooth-running of the college.

12. To participate in College recruitment and information events as required.

13. To comply with College financial regulations as necessary.

14. To promote equal opportunities within the College and to ensure that staff and students within the area are aware of and comply with the College’s Equal Opportunities Policies and guidance.

15. Ensure that the highest standards of professional performance are maintained including compliance with all relevant legislation and college polices including, but not limited to, health, safety, safeguarding, data protection and consumer protection legislation. 

16. Any other duties as may reasonably be required.



Line Management Duties:

	
None






PERSON SPECIFICATION 


Technical Knowledge and Skills:
		
	Essential 	
	Desired

	Proficient use of Microsoft Office, including OneDrive.

Ability to confidently and effectively use digital technology.


	Knowledge and ability to use Access/Excel Database.

Experience of using assistive technology to support students and staff, for example ClaroRead or Dragon Naturally Speaking.



Qualifications:

	Essential 	
	Desired

	Relevant degree or equivalent qualification.

Level 5 Certificate for Teaching Students with Specific Learning Difficulties.



	The 5 National Autistic Society modules required by the DfE in order to provide study skills and mentoring support to ASD students.

Level 7 Diploma in Assessing and Teaching Students with Specific Learning Difficulties.



Competencies / Behaviours: 

	Essential 	

	· Excellent interpersonal and communication skills.
· Liaising with academic departments regarding individual students.
· Use of College systems to monitor student progress or to highlight concerns.
· Provide DSA students with relevant and appropriate information, advice, and guidance.
· Liaising with external agencies in order to support DSA students’ access to allocated provision.
· Ability to work with students to identify their strengths and support them to develop those skills and remove barriers to learning
· Accurate spelling, punctuation, and grammar skills 
· Punctuality and reliability
· Positive and energetic  
· A proactive self-starter who takes initiative when appropriate 
· Takes a student- centred approach to all tasks  
· Promotes knowledge sharing within and beyond own team 
·  Involves others and helps them adapt to new ways of working 
· A strong team player, supportive of colleagues 
· Prepared to go the extra mile and help others to achieve 
· Adjusts quickly when priorities change & takes prompt corrective action when things go awry 
· Addresses negative reactions to change 
· Listens, clarifies to check understanding. Uses the most appropriate method, language, medium and style of communication for the situation and people involved 
· Open to feedback and willing to undertake professional CPD or upskill to be able to evolve with the role 
· Recognises and champions the importance of Equality & Diversity, Prevent and Safeguarding as individuals and as an organisation.



Experience:

	Essential 	
	Desired

	Excellent working knowledge of the DSA process and the DfE quality assurance framework.

An in-depth understanding of the effects of specific difficulties on language and learning.

An in-depth knowledge of how difficulties and/or disabilities affect particular areas of learning.

The ability to support students to foster their strengths and overcome their barriers to learning.

Experience of supporting students with a diverse range of needs.

Experience of managing a caseload in a higher education or a post 16 setting. 

Experience of working with students with disabilities and/or specific learning difficulties on a one-to-one basis. 

Experience of delivering small group study skills sessions.

	Postgraduate and/or professional experience in delivering DSA support within a higher education provider.

Supporting students to embed the use of assistive technology to develop independence.

Experience of managing a caseload in a higher education or a post 16 setting.

Excellent working knowledge of the DSA process and the DfE quality assurance framework. 








This job profile has been designed to indicate the general nature and level of the work performance by employees within this role. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications / experience required by employees assigned to the role. This job profile may be subject to future amendments following appropriate discussion.

[bookmark: _Hlk215663178]HCA is committed to encouraging equality, diversity and inclusion amongst our workforce and eliminating unlawful discrimination.  The aim is for our workforce to be truly representative of all sections of society and for each employee to feel respected and be able to give their best. 

The College will require the successful applicant to give permission to carry out an enhanced disclosure.
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