




JOB DESCRIPTION
Learning Support Advisor
























	1. ROLE SPECIFICS

	Job Title:
	Learning Support Advisor

	Grade:
	OHPS5

	Reports to:
	Learning Support Manager

	Location:
	Hybrid  

	Department:
	Welfare

	Vetting Requirement:
	Basic disclosure



	2. About the role

	What you’ll be doing
	As Learning Support Advisor you will support the wider Learning Support team in the development and delivery of services related to inclusive practice and disability-related support 

	Key Responsibilities
	· Meeting with a high volume of students to review and discuss reasonable adjustments (such as additional exam arrangements) and following pre-determined processes to administer follow-up and communication with relevant staff
· Establishing and developing support for students in using assistive technology and help develop an Assistive Technology suite
· Working as part of a team to identify, develop and promote new initiatives to support students with additional learning needs
· To support students with their applications for Disabled Students Allowance
· Developing links with the faculties across the University to promote inclusive learning and teaching

	KPIs & SLAs
	· Providing monthly reports on uptake of Disability provision and budgets
· Responding to stakeholder enquires within 48 hours

	Key Working Relationships
	Registry, Programme administration, ACE team, Library, Academics, Student Services, Finance, Recruitment, Admissions, Attendance, Conversions, Partner University Welfare/Disability teams



	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level
	· Excellent communication and networking skills that establish trust and credibility with students and staff at all levels
· Self-motivated
Well organised and methodical
· Efficiency
· High attention to detail
· Exceptional problem-solving skills with the ability to work on own initiative

	Your Experience
	· You will have experience of providing expert one-to-one advice to disabled students or students with complex needs, including multi-agency liaison (E)
· Proven track record of supporting individuals in crisis (E)
· Experience in working in Higher Education (D) 
· You will have a proven track record of developing and/or implementing inclusive policy and practice in an organisational context. (D)

	Your Knowledge
	· Practical working knowledge of the Equality Act 2010 in relation to all protected characteristics and a sound grasp of the legal aspects of supporting disabled students
· Understanding of the SEND Code of Practice 2015
· A working knowledge of assistive technology (e.g. mind mapping software) and its application to study is desirable.  

	Your Qualifications
	· Level 7 qualification in Learning Difficulties and Disabilities or equivalent

	What you’ll bring to QAHE
	· Excellent communication skills
· The ability to engage and motivate students
· problem solving skills to introduce new ways of working
· Experience of managing a fluctuating and often demanding workload




	4. WORKING AT QA HIGHER EDUCATION

	QAHE is a private UK higher education provider working in partnership with UK universities to recruit to and deliver a range of programmes from foundation level to undergraduate and postgraduate degrees. We currently teach over 17,000 students from all over the world. 
We work with our partner universities cover course subject areas including Accountancy, Business, Computing, Cyber, Digital Marketing, Events Management, Project Management and Web Development all delivered in city centre locations.
We believe everyone should be given access to outstanding higher education and our aim is to make that possible.
QAHE is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organisation, we comply with relevant legislation and best practices in safeguarding.
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