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Job description
Curriculum Support Assistant
· Grade:		Sc4
· Reports to:	Adult Learning Manager 
· Direct reports:	None
· Your team:	Adult Community Learning
· Service area:	Inclusive Economy and Jobs
· Directorate: 	Community Wealth Building

	Special requirements of the post (delete as applicable)

	Workstyle: Frontline (Present five days a week)
· Colleagues whose role is delivering frontline services to residents, visitors, businesses and/or other colleagues while present in the borough and activities cannot be done remotely.

	This post requires a DBS check at the appropriate level (Enhanced with Barring).

	This is a safety critical post and will be subject to the council’s drug and alcohol policy.

	This post is subject to the council’s declaration of interest procedure.

	This post is designated as politically restricted.


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Overview of the role 
The postholder will work closely with staff from across Adult Community Learning to support learning, teaching, recruitment and the general smooth and efficient delivery of this education service. This will include engaging directly with learners for the purposes of enrolment and pastoral support, assisting with the promotion of the service and its courses, including direct engagement with partners and community groups, ensuring that service data collection is accurate and up-to-date and providing administrative support as required. 
Key responsibilities 
· Under the direction of the Adult Learning Manager and in consultation with teaching staff, assist with the provision of pastoral support for learners. This will include contacting learners by telephone and/or email in relation absence and/or concerns for their welfare, arranging pastoral support meetings for learners referred by tutors, and making referrals to relevant services. 

· Enter data into a pastoral support tracking system and maintain detailed, accurate and updated records of pastoral support. With direction from managers undertake regular progress checks with learners, their tutor(s) and/or other services as appropriate.

· Provide administrative support for tutors to ensure the smooth running of provision. 

· Assist with the promotion of ACL courses to Islington residents by distributing physical and electronic resources. This includes attendance at ACL classes and events both within and outside of the council and the delivery of presentations online and in person.

· Develop and maintain an inventory of resources and equipment, including the provision of resources and refreshments for events, ensuring appropriate access for teaching staff and value for money.

· Provide administrative and in-person support to the service to include: acting as the first point of contact with residents, taking primary responsibility for enquiries, playing an active role in enrolment activities, assisting with the provision of teaching materials (such as printing, purchase of stationery etc), exam invigilation, and supporting the running of major events and projects such as the annual celebration of achievement.

· Ensure the efficient operation of ACL provision at specified council-run outreach learning venues including the provision of an excellent and responsive service for our learners, staff and council residents. 

· Assist with data entry and maintenance for the service in relation to enrolment (including attendance at in-person enrolment sessions), registration, attendance, quality, evaluation, examinations and other learner data, in line with agreed deadlines and for ACL’s internal monitoring and evaluation systems.

· Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training.

Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.

Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Qualifications
	Point
	Criteria description
	Essential/desirable

	1
	Qualified to at least National Qualifications Framework level 2 (i.e. 5 GCSEs grades A* - C, or NVQ level 2, or equivalent).
	Essential

	2
	Information, Advice and Guidance qualification at level 2 or above. 
	Desirable


Experience
	Point
	Criteria description
	Essential/desirable

	3
	Experience of providing administrative support.
	Essential

	4
	Experience of entering data with a high degree of accuracy. 
	Essential

	5
	Experience of providing excellent customer-facing support.
	Essential

	6
	Experience of providing learner support and/or information guidance to adults in an education or employment setting. 
	Desirable. 



Skills
	Point
	Criteria description
	Essential/desirable

	7
	Ability to work as a proactive member of the team, responding to customer enquiries promptly and providing support to other staff.
	Essential

	8
	Ability to take a task-focused approach to areas of responsibility and work accurately to deadlines. 
	Essential

	9
	Ability to work effectively without direct supervision when required, to take the initiative, problem solve, and to prioritise and organise own workload.
	Essential

	10
	Excellent spoken and written communication skills with a high standard of tact and confidentiality, and ability to communicate appropriately with staff, learners (including learners who may be vulnerable – people with ESOL needs, people with disabilities, including mental health and learning disabilities) and members of the public.
	Essential

	11
	Good general IT skills, including all Microsoft Applications, internet and email and the ability to enter data with a high degree of accuracy.
	Essential




Our accreditations
[image: A group of logos with text, showing Islington Council's accreditations. These are The Mayor's Good Work Standard, Disability Confident Employer, London Living Wage Employer, Stonewall Diversity Champion and The Smallest Things Employer with Heart.]
Our accreditations include: The Mayor’s Good Work Standard, Disability Confident Employer, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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