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Job Profile



JOB TITLE:

LEARNING SUPPORT ASSISTANT 
LINE MANAGER:
EHCP MANAGER
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:

	The Learning Support Assistant (LSA) is responsible for providing effective support to students who hold Education, Health and Care Plans (EHCPs), and may also work with a wider range of students with Special Educational Needs and Disabilities (SEND), offering flexible and appropriate support in line with individual needs.

You will be part of a team of learning support staff and may work across any of our areas of creative specialism in Further Education: Art, Design & Communication; Performance and Production Arts; Creative Media Production & Technology; Fashion Business & Retail and Music Performance and Production. As well as supporting students in their English and Maths studies where needed,


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, including those with Education, Health and Care Plans (EHCPs) and, where required, a wider range of students with Special Educational Needs and Disabilities (SEND), in accordance with agreed objectives and funding guidance, as directed by the EHCP Manager.

3. To understand the needs of students as identified in their EHCPs and/or other learning support documentation, and provide appropriate support within the studio and learning environments under the direction of the tutors leading the learning.

4. To take into account individual student needs and enable students to progress as effectively as possible within group situations and independently (in their main course area and any additional qualifications), for example:
a. To support students to understand what is required by clarifying and explaining         instructions.
b. To encourage and motivate students to engage and participate in their learning.
c. To assist students to develop areas of need such as behaviour, reading, presentations, etc.
d. To support students to maintain concentration and focus on tasks.
e. To meet physical needs as required whilst encouraging independence.

5. To establish supportive and professional relationships with identified students.

6. To encourage and reinforce students’ self‑esteem and confidence.

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

8. To encourage acceptance, inclusion and positive attitudes towards students with SEND.

9. To maintain accurate EHCP and support records and contribute to the EHCP Annual Review process.

10. To provide regular feedback to tutors on the progress, achievements or difficulties of students.

11. To undertake a range of self‑supporting administrative tasks, completed in a timely manner, that support the day‑to‑day and smooth running of the college.

12. To undertake invigilation duties for examinations when requested by the college, including English and maths assessments, ensuring examination requirements and reasonable adjustments are implemented appropriately.

13. To comply with College financial regulations as necessary.

14. To promote equal opportunities within the College and ensure that staff and students comply with the College’s Equal Opportunities policies and guidance.

15. To ensure the highest standards of professional performance are maintained, including compliance with all relevant legislation and College policies, including (but not limited to) health and safety, safeguarding, data protection and consumer protection legislation.

16. To carry out 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

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 Office 365 Dictate, ClaroRead or Dragon Naturally Speaking.




Qualifications:

	Essential 

	Desired

	Qualifications or experience of providing 
support for students with Special Educational Needs and/or Disabilities 

GCSE A to C or Functional Skills Level 2 in English and Maths.


	NVQ Level 2 for Learning Support Assistants/Level 3 for Learning Support Assistants.

Educated to A level or beyond.
A degree or personal interest in a creative subject 



Competencies / Behaviours: 

	Essential 


	· Takes a student‑centred approach to all tasks and interactions 

· Recognises, champions and actively promotes Equality & Diversity, Prevent and Safeguarding, both individually and across the organisation 

· Demonstrates a positive, enthusiastic attitude and the ability to work effectively at pace 

· A proactive self‑starter who shows initiative and sound judgement when appropriate 

· Excellent organisational and time‑management skills 

· Promotes knowledge sharing within and beyond their own team 

· A strong team player who is supportive and collaborative with colleagues 

· Willing to go the extra mile to support students and colleagues to achieve positive outcomes 

· Adapts quickly to changing priorities and takes prompt corrective action when challenges arise 

· Responds constructively to negative reactions or resistance to change 

· Communicates effectively by listening, clarifying understanding, and selecting the most appropriate method, language and style for the situation and audience 

· Open to feedback and committed to continuous professional development (CPD) and upskilling in line with role requirements 

· Able to work effectively as part of a specialised support team 

· Demonstrates mentoring and supportive coaching skills, where appropriate




Experience:

	Essential 

	Desired

	Professional experience and demonstrable skills and knowledge relevant to the role of Learning Support Assistant.

Evidence of successfully supporting and managing student learning within the context of the Learning Support Assistant role.

Experience of, and evidence in, supporting students with Special Educational Needs and/or Disabilities as well as those with an Education, Health and Care Plans (EHCPs) within further education, higher education and/or secondary education settings.


	Informed interest in contextual and current issues relating to specialist area.

Experience of note taking in an educational setting.

Record of professional development as appropriate.




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.

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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